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This Vnodule wcis deyeloped as one of eight dissemination^ 
-packages which worci being prepared undq^r an E.S.E.a; Title III 
project. The. Mesa Public Schools v/orked in concert with the 

^-^Rmericaiit- Instittrbes v^itle rlS i pro j eet^ - 

It should be'^' jio ted that ^^^^v^^^^ being presented- here is infor- 

mation on Mesa's oh-going lohgHrange project in career guidancOr 
counseling, placement and follov7-up7 funded not only by Titjle III 
but also by Vocational Education Part D Exemplary and District 
funds/ A key Glement of this project has been the designingv 
field testing' and fiBal p^roductfon of, st^ff development training 
packages. 

• : The specific' participcition lof E.S.E.A. Title III comprises 
an integral part of th^^, total prpcess. for orienting counseling 
services toward specific atudentl outcomes in an acaountability 
model* Title Ill^^^^i^^ the Arizona Department -^^^^^ 

-under: Mrs, Carq-lyn Warner/ Superintendent of PubliG^Jnstruction. 
The Title III staff is directed* by ^ F Sughrue an^Tthe consul- 

tant: asi^igned^^^^ project is yes^ Udall/ Education Program 

/Specialist. V v • 



For additional information on these \projects. « • 
Write or call: (602) 96'2-7331 
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Byron E. HcKinnon 
Guidance Director 
Mesa Public Schoolj^i 
.Guidance Seryicos Center 
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Duane Richins 
y Guidance Spocialis.t 
flesa Public Schools 
Juidanco Services 'Cent^^r 
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OVERVIEW V • 

Thj^s '^odule^* part of ^ ^package which includes the following 

- Coordinator's Guide - Appendix A * 
iS' ■/ Tape-slide introduction 

' - Floivcfiart to the comprehensive approach 

- Module goai and objectives 

- Instructio;ial materials (module) 

- Group activities 

- Simulation activity 

- Application procedures 

- Pre- and Post'-assessmentB 

- Further references 



Packages are designed so that you may work at 
should not tnkn pver 20 -hours to complete. 



your own pace but 



The module itscdf contains the flo.wchart to th% comprehensive 

'V ; . ■ ■ 

approach/ the package goal and objectives/, instijuctiq|i|il materials,^ 

,.' ■ . * ' srvfc^i^ , . • . 

and^^ group activities. The .flowchart defines the four major phases 
of the comprehensive approach to, developing guidance, counseling/ 
and placement programs and how they relate to each other. ^ 
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. ^ : The preceding di^agr am illustrates the parts . of the "comprehen- 
sive approach you will be learning about in ese staff development 
packages r EacH o*f ^ the- packages helps the reader to deyelbp one or 
more of the competencies' listed. * The ^general purpose of^ this module 
and the specific putcbmes that you should achieve tdrough it are 

'■■ ^ : ^ ■ ■ • • ' ' ■ ' - ■ :^ ' . ' /■ 

summarized below .^through the goal iStatemont. and package objegtives. 



MODULE GOAL 



The main purpose of this module is to help you^ plan, xmple'- 
'mentr and evaluate a parapr.ofessional school guidance program in 
j?our oVn setting:, by acquainting you with the history,, develop- 
ment/ and xnajor i5SUQS in the"" utilization 6f paraprofesiionaXs. 



MODULE OBJECTIVES 



A When you have completed this module, you will be able to: 



Page 
10 V 19 



State, in writing, tihe general/ nature of the 
model for paraprofessional services you will 
use to plan pairaprof^^ssional /programs in your 
ov;n setting, and give .a rationale far your . 
choice. Your statement will/ include a cliscus- ' 
,sion of the .three mffj or dimensions of -the model 
you choose, as well as^a br/ief ^description of 
the type of people you will seek and whether 
or not you expect to pay t/he'm. Your rationale 
will include the needs in/ your setting which* 
you feel a trained paraprofessional*^ would be 
especially qualified to/fill* V ^ \^ . 
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19 - 24 



List the types o"£ .tasks 'paraprofessior^als in, 
''your .sittirig v;ili'-]be responsfble for accom"- ' 
plishing. Your statement will include, where 
appropriate/ indication of' the student . 
outcomes to be aichieved fqr each type t]^^^ 



25 - 28 



28 - 31 



32 - 35 



36 - 40 



Prepare a plan for institutionalizing^^: the 
paraprpf essional position in the organization 



you represent • Your. plaTrivili lxs"r~yQur'Tee^^^ 
mendations /or addressing ' f ive mf#or;;concerns: 
a)- ini^j^ilal and continuing funding for the 
posi'bion . . * 

; -b) client and istaf.f cooperation^ with 
• paraprof essionals 
^ c) participation of institutional, com- 
munity, .and Client members in program 
planning ^4p^d -operation 

d) the selection and preparation of 
counselors for the role of par^apro- 

f essional trainer and/or supervisor/ 
and , ^>;- ' 

e) provision for paraprof e 3 signal career 
mobility. 

List the selection criteria you will use to/ 
choose individuals tp fill paraprof essional * 
positions in your setting- in ' terms of the 
competencies required of the applicants, and 
state recruitment strategies you v;rll employ 
^to solicit applications for these positions. 

Prepare a plan to provide paraprof essionals 
in your setting v/ith the training they , will 
need. Your plan v;iil include information bn 
hox^ you will determine the amount of orienta-* 
tion the paraprof essional v/ill' need, the reia 
tive amounts Of pre-service and in-s^rvica 
training you will provide, and how you intend 
to provide it. Orientation ahcS training 
activities will be briefly described. 

Prepare/ a plan for supervising and cvaluatin 
. the work of the paraprof essionals. v;ho will be 
employed in your program. .Your plan v/ill dis- 
cuss the criteria and methods you will use. for 
supervision and evaluation, the frequency of 
the supervision/evaluation interactions you 
v;ill recommend, and the general points you 
will consider to promote the satisfaction of 
both 'pajcaprof essional and professional; 
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MODUUE OUTLINE 



' Approximate 
Txrae 



Activity 



1/hour 



1 hour 



!• 5. hours 



3 hours 



5 hours 



30 minutes 



Introduction ^ You take the pre-assessment 
and viQW- a tape-slide presentation* ' Next, 
you engage in a brief activity*,. Then the ^ 
coordinator will talk about the activity 
"and expl:aaiT^1re~st^^ 
the module. Questions and group discussion 
are included^ 

Initial Reading , Read the text/: which 
outlines important considerations in plan- 
ning parapirofessdonal programs and presents 
basic information. Questions and discussion 
follow. / . 

Simulation * This activity gives yqu a * 
chance to practice paraprof essional program • 
'E)lanhing in either an elementary or a 
secondary setting. . j 

In-Depth Study . You extond your knowledge 
through additionalT reading and discussion 
with other participants'. . , 

A pplication/Ppst^Assessment . Here is 
where^you demonstrate that you hav3 achieved 
the objectives of the module. You produce 
actual plans for a paraprofessional program, 
using discussion with other participants if 
ybu wish and information from yoiir reading; 
■ > .. * ' • 

Wrap-up . The v/orkshop coordinator will . 
sum up the module and will point out ad- 
ditional sources of information. Any 
final questions will be resolved. The 
coordinator^ will evaluate as many Post-^ 
Assessment documents as' possible and 
arrange to commv^ftifcate the rest of the. 
results of his y&valuation to you as soon 
as possible. 
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PRE-ASSESSMENT 

'ft 



« ■ , ■ ■ ■ . <i ■ * ■ • 

- , 0 . ■ . . . 

. ' * ,1 ■ ' * ■ • • 




TliG questions that follow are designed 'to ^ give you, an idea of the 
instructional content of this module so you may determiner 
1) v/hether you Wish to-pontinue v;orking on the jtnodule; and' - 
' 2 ) v;he:t:hbr you v/ant to skip certain sections of ^it* Each question 
relates to one or more of the module objectives/ The pages of the 
text thati^prosont the information requrired to answer the quostioijs 
r are indicated after- each question. . 

Try to answer each questioti and , check ypur work using the ansv/er 
key provided. TJien if you feel the module or certain sections of 
it will be of benefit to you> continue with th6 tape-slide 
presentation. > * - . • ' - 




I. - ThreQ models may- bq useQ to describe, the paraprof essional 
,V operating programs. In front of the 

* ^ -six i^tasks* iisted belov/, place a letter to indicate the : ^ 
% « model of the. paraprof essipnal position in which* it is most 
likely cto-f it. (pp. 1'6--19) - 

ilae "A" to indicate the aide model. . ' - . 

Qse "S" to indicate, the specialist model. 
^ U^e to >i^^^ the new prof essional model ^ - 

■• ■ • ' ' • ■ ■ ■ .1 . . • . ' ■ t 

" ^ No^task as stated is- likely to fit -within more than one model* 



a; Recording student test results ,in cumulative foldoars* 
b.' Conducting s.mall group freshman orientation aessions. 



c. Contactii^'g local employers about job^' openings ansrji^ 
making tfiis information regularly available td y^^- 
V . students. \ ^ ' _ ' ^ * ' 

d* Tabula.ting result^ of local research. 

0 

°e. Conducting home visits for an "outrea6h"» program to 
the minority population of which he is. a 'member. 

f. .Assisting students to prepare for job interviev/s by 
using role playing techniques? . ' 



2. > The ti^pos ot tasks v;hich a paraprof osoional porforms should 

be dei^prminGd most dirod'tly by which two of tho follov/ing? (ppaD-24) 

a.o , Program ^needs ' • V 

. • b. . Staff noods * . - 

c. Fiutmoial heeds ' ^ * . 

d. Student needs ' . . 
*" ^ , ' - . ' . ' 

\ e.^. Curricular 
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In front of 'the fourteen items for consideration listed belo.Wr ; 
place a letter ' indicating whethe^y it ds most likely to occur: in 
.the phase, of': - (pp. 2.5-40) '/^ ; . 

"P" : pla'nning f or institutionalizing a paraprof essiona;^ - ■ V 
. ' position . * • ' ' * ■ . 

. "R" : ' rec^ruiting and selecting a paraprofessional candi-: 
: . . '(i;: . date*"// ' , ^ : \: " . ./ * " " • 

*^*T":" training a paraprof essional . * ■ 
"S" :; supervising-^and evaluating a par 'aprbf essional . 

i f he tei-m paraprof essional^^^ is also IntendeH to include, para-^ ' . 
prdf essianal candidate where. ap|>ropriate in items below/ ■ - 
Some t^sks, :as stated are likely to fit within more than one- 
phase-. " . '\ . - 

■■ . • . a. Empj;iasiz;ing a .paraprof ess ional 's unique individual ' 

: . ' ' attributes • : . . > : . * ^ 

b. Holding' counseling sessibyis with the paraprof essional. 

. c . Selecting an individual .who is syftipath#g±'c -and 

. \ • \ enthusiastic' about the idea of 

prof essidrials' . • . '~ ' , . 

' / ■ ' Avoiding, f ocus bn irreleyant paraprof es'sional - . < 

■characteristics : > , • * • 

■ • e. \^Observing (by the paraprof essional) a cb-'unselor 

< . • conducting- a* group gCiidance session"^ with students. 

. ■ f. Obtaining funds 5o^ 

■ ■ • ■ • • - . . ■ ■•' ^- ■■■■■■ . . » ^ c' ■ ■ "• 

-'■ ' . \ g.. Acqupiinting guidance staf f^. with the parapro- • v . 
fessiohai's intended role and functions • - 

* \ ■ .-.y h^V;".'- Giving scheduled feedback to the paraprof essional 

^ . ' i. r Planhing .'f or coiifr^^ inyol vemient in the opera- * 

.■i\r"' ' •'■ tion of trre guidance "program ^ • 

.. -v- 'j::-- : j V Measurihg^ a ■ - 

. : -J standards ih various ■ areas ■ - | .. . ; 

\ :\:v" '--k* ' tntroducting ■ the paraprbfesisibnai to th^: st^ 

/'whom, 'he'^11- he::WQrk£ng r^, . ^■'■■'l-.^- 

'-^y- i'* Dividing tasks * between Gbunselors / ciericai staff 

: and! paraprof ess<i;ol^als :• .7'..^/'.- : ^ ' . • ^ . 




.m* Gonsidering ' tha^ parapf^f es^^ career groW^th ; - 

. opportunities ; 

h V : Giving; imitiediate fpedback to th|^ 'paraprof ess iohai> 
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i\Ob jo VISUAL INTR^^ 

' This package or module , "Planning Paraprofe&siongil Programs, 

includes/ an audio cassette and slides to introduce you tq this 
phase of the staff development s^feriesv^ W suggest that you and^' 

any other individuals who are considering working on this package 

' , - ' . * " . - " ' 'i ■ ■ 

first- take a few minutes: to view .^nd hear' this -presentation. The 
tape is playable on any cassette recorder. VThe glides are also * 
standard and numbered in the order of appearance, " iVn audio cue 
("beep'') indicates, the points at which you are- to advaffce 'to^'^^e 

-next slideV Begin w±th"'the title slide in the- projector gate 

- In the .ev<^jnt the tape-slide is not available, you may read 
through the tape-slide script which is located in Apg^endix B. 

.This/^ill give you a quick, overv^iew of the contents of the module. 




.Your Group Coordioatpr Vill nowv introduce ^^^^^y^^ to the initial 
activity of this modul.e, • ' ^ 

, : T^^ <^oa3:s to be accomplished Inwlve the use of cards which ' ' 
have 'printed on them tasks appropir-iate to counselors and para- 
professionals., ' You are 'to receive the Task GardS from the. 
Coordinator and follow the^dii:tections given. V - 

•■ ■ ■■„ ■ ■ :, ■ ■ V- ■ 

In the everrt.you are working ^through this modtile alone,. Or 
wxfchout the benefit of a grpup-^Ti^/or Group Coordinator , you -will 
f ind a iTist of the tasks an^ detailed- Coordinator directions 
in Appendix 'A. . ^ ' i " r v . ^ 
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IMITIAL lAOIN^^^ 

PLANNING PARAPROFESSIONAL PROGRAMS 

. ; Paraprof e^sionals w 

"Paraprofessional" is the general'narae we will lis^ in 
this m od iil/e 'for thfe growling miTTiber of people w ho p la y spe-/ 



Vr 



, Qific, lijnite(j toles within the "helping" professions, su6h 

, as health care, ^ ^ducktiqn; mental, health services, and gui-^ > 

■^^ " ■' •" ■ ' • ■ ' - ' ■ . ■■ y : - • •■ / ■• 

\dance and couhseling. The great majority^ of paraprof essionals 

are peop^le With©^% formal prof ess ionaL ^credentials. However, 

many have valuable skills w|iich are not commonly emphasized 

in prof essiphal training programs , or which fit precisely the 

partiwlar , Idmited needs of ra. local program or 'clientele. In* 

general, paraprof essionals work iHlder the supervision of pro- 

fessional'personner, performing functions in which the/ needs 

of the p^rogr'amy the needs c/f the program's clients, and thei ^ 

/abilities- and interests of the paraprof essional match. 

\ Paraprof essionals pla'y many . roles and are Called by niariy 

names.. Within the guidance and counselihg field alone,' para-r 

profess iongils are referred .to as guidance aides, support 

personnel , guidance technici^Tis , peer "counseiprs, counselor 

assistants, .guidance-, interns , occupational specialists, . 

, ^'librarians , " ' and a multitude of other titles. The functions 

of paraprofessionals also range widely; some S€?rve primaa^ily. 

clerical and organizational ^oles ; oth have piiblic rela*-,- w 

tions, resource gathering/ data gathering, and testing as 



sionais 
dieflned 



A 



titles J 
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their inai*i functions ; and 4 till others perform intervifewi^^ 
scr0e^iihg> referral counseling function^ or perhaps 
combinations of, these. ^ . . ^ /' 'y 

The paraprpf essional "movement" began in the efarly 60 's 
as a response to growing awareness pf several factors. ^ First, 
it becainse obvious* that imany needs of- the consumers of 

servic e s were not b'e ing met by current p ractiqes> 



Migi 



Minorities and lowejr income people in particular found ser-^ 
vices in the- areas. of health/ education, corrections and . 
rehabilitation/ and iiiental )ieaith to be inadequate. Examiha- 
tion of consumer heeds led to exploration o.f different ways 
of meeting thefav W of needs existdd? What charac- 

'■ -"■ ■.. ' . • \ .- 

fcerijg;txcs or* skills did personnel in the helping prof e$sions 

^ . . \ ■ ' 'a ' ■; ':' '-^ ' ■ ' ' "■. " •■' 

need to fulfill them? -It became apparen that professional 

credentials were frequently not the entire answer. Often the 

answer might ber "skills in a language other than' English/" '' 

^ ■ -■ ■■ . - " /"'^ ""nv.- ;/ . ■ • 

." bacjcgr ound similar to the client - *' dr "administrative and . 
d].erical skills.'^"" ' ^ ' . 

^' $econdr increasing awareness of people's needs made evi- 
dent vthe critical shortages of personnel to meet them* In 

■ ■ '.; - : . \ ■ ........ 

V • . . . • . , ■ • m 

1967 /the Department of Labor estimated that in the early 
1970 's approximately vpne third -of ^lementiary "and secondary 

■ . ■ ' ■■ , . ; • ; - ■ ■ i . • \ ^ ' 

counselor ^posltidns would go unfilled due to lacJ^ of creden- 
tialcd peirsonnGl. One solutioi^ to this sThiort age was to re-- 
examine the normal tasks of counselors and the skills needed 

tp' perform them. Perhaps, many tasks, could fee performed by' ** 

• • • - . ■ ^ .• ^ . % ^ ' 

personnel without counseling paredentials, thereby freeing . 



Why .^axppfO'-t 
fessionals^ 
came aiout 

J) to improvt 
services 



2) to in-, 
creasfi "V. 
services 



1 * 




counselbi tiitie f or other types of tasks * Also , perhai)\$ 
some tasW ^^ be* performed better by people without 
credentiaJts/ -but i^ith' *speeif ic skills and' characteristjics 
which fillpd particular needs* - ' 

Third,, the social 'iinrest of the sixties increased the 



demand, for trdihllrig ^ ari^^ ";^m]pl^^ opportunities for tile poof 
and ininoritj.Gs>: ' Not just jobs , but gecuye'-jobs/in^w^^^ 
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jobs. If or 
the dU^- 
. adva,nt^ge< 
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. come , : service , and ' self -respect could be- maximized 'were 
demanded. ^ ParaprofessionaLl .programs provided one possible 
direction for meeting this demandr.'V ^ * , • 

The^juhction of these pressure in the 60' s 

stimulated the^ increas.e in paraprof essional positions. Funda 
mentally the t^uss of paraprofessionalis was and is now--or * 
should be — a responi^e td^' the^ of the cliepitS r and there- 

fore the nedds that programs have in order to serve their 
clientSv Thes or characteristics which meet those needs 

may- exist in peoplb of widely different types/ Ethnic and 
socioeconomic' background,/ educational level , and . age^r ift rela- 
tion to client are* all variables in which paraprpfessionals 
cover the'entire spectrum,^ '"^J 

People of all races and income levels fill paraprpfestr- 
sional position$» Thd use- of paraprof e.ssionals who imatch theix 
clients in ethnic or socioeconomic backgrounds (of t*en ref erred 
to as: 'MndigGhous personnel" ) sometimes meets; special commun-' 
ity needs. For e'xample, in minority neighborhood progi$:ams the 
paraprof essional may be most useful "^a^f^he is also a member of 
that minority, and can effectively represent the program 



People who 
are par a pro-- 
fessionals 



indigonous 




and ^coinmunicate knowledge 'of '^ics aims and services to a " , 
cdinmunity which may feel removed or distrustful d£ that pro^! 
gr&m. A career resource center in a school of jiredominantly 
black students might service its population iDest if run by a 
jDlack member of that community,.. one who understands the 
factorsvthat affect . students ^ personal lives as i well sis under- 
standing the activities a£ the center , 



The educational level of par^pr/srfessiionals ranges from" 

■ ' ''• • • ■ ' ■' \ ■' 

-- hlgh^ school non-gradua'tes (current students or dropouts) to 
'persons working in' gjraduate level counselor/ training programs, 

. ■ V ■ . . - ... ^ * . ■ 

. or rarely even certificated counselors. In^ many, programs • 
e(Jucational qualific^tabns have become less important in 

. ^electing parapi^of e^sionals than demonstrated competencies, 
or the ability to quickly learn such cpmpel^encies* ^Similarly, 
the relationship -of the paraprafessional's age to the client's 
age. has varied widely, from' the high school student who is 

\ actlng^as a peer CQ^hseloi: for other 'students at bdth secon-- 
(iary. i^d elementary levels, through the adult who xs helping 
-youngV students Dr 'other adults of all ages in making career 
decisions, to the person"\)f middle* years or older whp is using 
wide life experionco as a basis for a ca:b"eGr" in a helping • . 
professions. Currently most paraprofess4.onals are women, though 

there is nothing inherent in the- Work to 'cause this to be so. 

. ... • J . ■ " , 

A largo percentage of paraprofessionals arc volunteers , par- 
ticularly when thei^ work di:^ctly v;ith students* 
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Models of Paraprofessional Positidns * • / / 

Three basic "models of the paraprofessdorial position may 
be. derived from current literature relating tb paraprofes- 
sional programs^ Each of these models is a^ generalization of 
the kinds of needs parapro.fessionals have £sLlled in different 



guidance programs. In all three the paraprofessional is 



•^^tliree ba; 



tion; but the paraparofessional's role varies* on'^^ree iDasic 
dintensiohs. /Tliese are 

li)^,^^ypQs of tasks \ ' • / 

2) ( relationship to the counselor:/ and 

3) benefits to the prograip . 

{The first modpl might be called the "aide model. " Here 

p^araprof essionals ' tasks are relatively simple^ often in the \ 

■ , ■ • ■ ..." ' ■ - 

area of* information 'gathering and organization. They tend to 
work more with things than with people. They are usually 
Under immediate direction of the counselor/ both in what they" 
do, and in how they do it. For instance/ paraprof eSsionals 
may. be responsible for tracking down information^^ ^ a specific 
student at thia counselor ' s. request • Or they, may tabulate the 
results of standardized tests as the counselor specif ies.V 

; The chief benefits' to the program arise since counselors* 
time is freed to devote, to the main task they are trained for? 
.WQrkiiiglon a personal level with individuals and groups. 
- The Second moddl can bo termed 'the "specialist model. " 
Here the paraprofessional is responsible for a specialized, 
integrated set of task^ to fulfill one general function of the 
guidance and counseling program. Often this function is one 

' 21 ■ ■ ■ ' ■ 
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Model *n 
dimensions 



Aide model 



Specialist 
model 



' which may not be systematically' ipiplemented without a speciAc 
persomto do so: for instance/ an/ "outreach" dp'eration 
designed to serve school dropouts j Paraprof essionals in this 
model are likely to 4eal more witn people than those in the 
aide models and are generally no^ under such immediate coun- 
selor direction. Rather, the direction is general and' 

-occasiaimi^^^-^such^ con4:-arct--employer-s^ 
placement^^opportunities. " * ^ ' V 

; The usual benefits accruing to the pr'ogram out of this 

, • ■»■'■■,' ' ' " 

, paraprof essional role model are the accomplishment of func- 

tions which otherwise might not* ^et done ^ystemaiiicaily or at 

all; jParaprof essional" responsibility for a limited^ specific 

portion c5f a guidance program insures that important functions: 

. will net get Ibsi in the- counselor* s- busy day-td-day load of / 

■ ' . ' . ■ * , . ' • ■ ■ ' • ' ' ■ , ■ - 

resporisibilitie's . . 

- ' ■ ' • • ■ •/ ' ' ^* V ' ' ^ ■ ' ' ' • " ■ 

The' third model is exemplif ied most clearly 



exem^J 



by peer. 
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counseling or indigen9us counseling programs. Sjach paraprof es- 
sionals have been referred to in some literaturei as "new 
professionals^" and we wili use the term here. 'The "new^prp. 
fessxonal model" implies that the. plrof essional and the 
^paraprof essional form a team whose inunediate' objectives are- 
the sajne and whose methods are equivalent. Both work directly 
with people to a large extent. Both call extensively upon 
thear human relations skills in order to help clients with 
their problems/ The difference^ between the professionai and . 
t'h6 paraprof essional in this model is usually in the kinds of 
ski^lls they possess^ rather than their gpals. For instance^ 

■ :. ' is- -"',.- 

. ■ - ^ * . ' ,17 • 



sional jttodel, 



the paraprofessional xnay^ b able to/ speak th,e^language or 
dialect of th% client which the professional cannot. Or 
a student "peer counselor" inay be able to cqnmiunicate gr 
empathy to a student client, since in many ways .he is "in 
the same place."* 

The paraprofe$s*xonal in this model lis likely to work 
closely with the counselor / even more closely' than the aide 



Wystem 



does, but for a different Reason. The paraprbf essipnalVs 

f iindtions here are more, complex than the ai<^e ' s , and likely 
• to include direct contact with amdents and their immedi'cite 
; needs rather than.^program needdlj^ This degree , of personal /* 

CQhtact.with cXients-^requiririg a, group pf skills jj^nyWhich 
^counsolQrs cixe ekl^ trained-^^meanS that counselors 

and paraprofessionals can learn a great deal ft;om each other. 

Counselors Can offer their knowledge^of counseling theory, 

their e^cperience, and their famil^iarity with the educational 

. , , ■ ' ■ ■ ■ " ■ „^ - " * 

to the pai:aprof e^sional , while paraprofessionals can. 

offer 'their knowledge of the clients knd client needs tp th^^ 

counselor. This relationship is perhaps closer to consulting 

than to the suporvisor/s^ipervisiee relationship of the other . 

two jnodels, though, gjl^ourse, final responsibilili^y for client 

welfare remains with the counjselor. 

• ■ 

• The benefits to the^program from this type of paraprofes-- 
sional are of two major typos: first, a potential reduction 
in the case load "for'' counselors; and second^ a potential in-- 
crease in the quality: of service rendered to some or all 
clionts. This model is^ naturally the most, controversial of 

■■ 2B 
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the three. Not only do the paraprof essionals ' f junctions 
y most closely approach the functions which counselors often 

feel (with ju'stif icatibn) they are uniquely qualified to per- 
:^orjnr due to t'h^ir training* and experience, but also the use 
of this model forms a countert'rend to the prof essionalization 
' of the counseling field which counselors have been struggling 
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oVjai recent yeaBs to solidify. Also^ if the paraprofessional 
. \- f • • • 

comes from: a very" different subculture from ^the counselor^ s* * 

'possible communication problems between them could tend to ' 

affect cjLients more in this model than in the other two. On 

the other hand/ if such problems aros^ and *prpved t6 be • 

^soluble/ the benefits to the client, counselor , paraprofes7 ■ 

' _ . * ' ■ - ■ . .■ . • ' ' 

] clonal, jpfogram apd community could be tremendous . 

Questions of credentialing and. of the legality of some 

paraprofessidnal functions ^Iso arise. Suggested readings 

* . . ■ • 

- later in the module *will, cover these subjects^" in some detail. 
The Paraprofession^l Role ' . ^ , V , 

The grov;ing use of paraprofessionals is not confined to 
educational areas. Paraprofessionals have 'functioned in such 
areas as antipollution enforcement; fire protection; general 

"administration; health and hospital sorvicos? housing codes 
and inspection services; libraries; police departments;/ 
recreation and parks; sanitation; urban renewal; and Welfare 
services* The broad- range of their functions has already been 

^ mentioned. Because their skills are often specific cs^nd 

^~ " ' * < • "A 

limited ir'' paraprofessionals sometimes cross the jLines of 
" helping 'professions with little difficulty . For ihsUanco >| 

. *19 — . , 
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maintaining a resource^ center for clients or recording- d^ta 
from ah initial interview are functions that can be trans- 
ferred; from a- guidance setting to a nursing setting to a/ 
recreationa] ^ setting, usually^ with minimum extra training. ^ 

. Not all authors agree that the guidance paraprofes- 
si^ijj^al/sVrole should be defined very sp^ifically in advanc^. 
So^ feel this limiting of role places unnecessary and un- 



■ desirable restrictions, oh the functioning of tjie. pa.rappof es~ . 
; sional./ They-feel that limitations 6n/£unt?t;Lon may not allow 
for^individual differences, among people- working as paraprdfes- 
sionals, 'nor allow their ^roles to evolve naturally as their. ; 
competencies mature. On the other^hand/ differeatiating the 

„tasks counselors perform from thos*e paraproflissionals perform 
\ makes cleiar^ the kinds of skills which paraprof essionals are 
expected to have in a partibular setting Such clear eiipec- 
tations greatly facilitiate the process of Vseiecting* and 
trainihg par'aprofe of defining for them their role 

within a guidance program. * It is always possible to alter'lihe 

description of the paraprof essional role as their skills and ' 

" ■ , * ,. ■* ■ ■ 

the program develop and change* . 'Understanding the intended . 

• ■ ■■ ' ' • ' ■ . ■ - ** " . , 

/ role of paraprofqssionals and carefully planning how they v/ill 
fit into the guidance Gtaf:f can reduco frustration axid grca^lv^^ 
*inaroase chanacs.for a successful exparience on^ the part of 
both staff alid partipi^oCossionals . . ' " 

A list of tasks from the American Personnel and Guidance 
Association Statement on /rechnical and Nontechnical Roles f or 
. . Support Personnel (Zimpfer et al^ 1971) is rejproduced on 
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• ■ ' ' ■ ' '■- '. ■ . --^ ■ ' ' ^ - : : ■■■ 

the next: page. A more complete explanation of these tasks may ' • 
be "found iri The Personnel and Guidance Jouriia^ April 1967^ 

pp* 858-86i* ' ■ . . . 

■".■■.'» -■ ' • • • - . 




Items ,,from the hPioA Statement 
orn ; Techni c a'l a^d-^No^n techni ca l 
RoJLes' f^r Support Personnel . 



eivikt;ers' and . items 



Clusters and Items 



Interview client • ' 
Clve prepared information 



Seek referral sources and 
contact * 



Ex,plain counseling-" 

Put di^ent at e^se ' ' ' . _ 

Cluster : \individua2 interview 



Discission leader 
Information resource 
Reaorder in group 
Observer in gr^up ' ^ ^ - 
But group at e^se^ 
Information and support to 

former c.o.uns e'lees 
Outreach actiy ities 

Cluster :- ' group discussion 



Plan specific referral 
Aid.individti^l^ in referral 

♦ process - \.- 



Cluster i 



referral 



Dey^iop placement po'ssihilities 
Help individuals in unus^ual - 
. qases \. ■ ■ " • ■■ 

'Survey placement trend ^ - 
Find new placement spurces v\ 
Get follow-up: d^ta 

Qluster I . placement and follow-up 



Testing ' : >^ ■ 

^Get and maintain work' ^ 

information^ 
Contact others fo-r records 
Find information resources 
Prepare informa tion for use 
€itid referral spot^ ; 
I n format i on abbu t forme r 

couns elees 
Aadiovisual operator . 



/:ollect, analyze *dat^ 
Prepare supplies 
Make reports ; ^ 
Keep records - 
Supervise personnel 

Clusterr program^ matnagement 



Define support role 
Evaluate support wbrJ^ 



Cluster :\ indi rect help* 
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This list focuses on tasks .suggested for paraprofes- 
sionals at the seGpndary level, * Different t^sks arid 
approache^mAy be needed within each cluster at the elem^nt^ry 
leveli^ * .For instanceV paraprof essipnals raight be responsible 
for escorting yo^^g^^ sfcuderits to and''frQm cbjanseling sei^^ 
sions. Or. their tasks ..within the pl9:cemenfl^piuster^;m^ not 
be focused as much on occupations as on a wide placement 



perspective which includes . educaiional .and personal-asocial 

deyeldpraent as well as vocatiori^l planning. .1 

:other tasks which guid'knce paraprof essionals have p'er-' 

/formed £tre listed 'in other 'functional summaries which you- 

will be encountering rn later reading. Such tasks have in-* * 

eluded;;^ '\ ■ ' - ■ * ' T-' - . • ... ; ^. . 

■ administrators a-hd parents, of • 

upCQrti.ing ' gui(^^ program a'ctiyities or pther • . : 
\ . " informatibn / . * V :^ 



2) 
3) 



scheduling stii^ 



appointments with counselors 



visiting homes. of problem students, to identify 
V ; factors which might be causing problems , 

4) intervieyjriftg coliege^ ^^^^ 

5) putting ^togeth^r b^^ boarU displays . ' ; . 

6) " iriterpreting for the counselor the Community in 

which the school is located^ its language / and its 
customs • ' - 

7) tj^ping^ filing, imimeographihg^ dittoing/ or Xeroxing; 
.\ operating • key pijnqfi and sorter . ; ; 



■ 8)' doing locai research on'Situdents and cpmmun^^^^ 

■ ■■■■ • ■ •. : ■ '^^ • *■ \ ■ '■■ . s : ' - ' ■ ■ ' ■ 

.. Needs of students and programs will vary firom setting: to; 
setting; therefore/ the mpciel appropriate for one pataprofes-- 
sional position iii^y ' not meet needis in other '-settings at all. 



tasks at 
el ement^jyy 
l0vel 



Other tasks 



fi model • ^ 
should meetl 
nedds 



The key to planning the paraprof essional' s rple is deciding 
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wha in p particular settihgr .including those 

n^ds: airead being filled by current staff members , dnd then 
deciding whioh:^ needs may, appropriately be filled by. 

a .parapxof essional • /Th guidance functions identi- 

£ied irt';th^^ ^or specific tasks 

-whiett-m^y^b^--di^^^ 

The assignment of tasKs among counselors ^ paraprof ^ssionals., 

^and .clerical staff members can* then be made on'the basis q'f a 

thorough undersVci what is to be accomplished. Once 

the ympst appropriate model for the ifet-ting has been identified/ 

the description of the paraprof essional position in tl^t set- 

ting can , be d^veleJ^eH^in terms of tasks, and the skills and; ' 

characteristics ne^de^ to best accomplish .^thbse tasks ^ ' ^ 

j;J . . For example/, if the needs in one setting include estab- . 

iishing regular group Counseling sessions/ it may be that ^ 

.scr'eening stu'^nts by -pre-established criteria is. one of the; 

'tasks 'which is assigned to a paraprof.es sional^ In- this casje 

the appropriate, skills and character:^.tics needed by*/a para- 

pr of essional might include: . . 

1) ability to perceive hov; student meets criteria^ such 
'as age, sex.; general nature of problem for which . ' 
- ' .student seeks counseling {personal , vocational , etc^ ) 

-2) ability to understand jstudent 's 'schedule and make 

3) ability to fill;' out repbrj:/^n typewriter • * 

4) '" /ability to start and maintain file on student 

5) : ability to answer student ' s general ■guestions^^^bout'' 

counseling, groups : 

.'• ' ■. ■■ . ■ * ■, . • '• ' , • .' ' • . . - ' ,,. ■ ■ 

6) ability to project warmth and /empathy in order to 

■ ' put student at ease as much as possible . ■ - / 



Task 

Q^signmenp 



One' need 
an^ its 
relevant 
skills 
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Planning for TnstitutidnaJLiging .the Paraprdf essional Position 
^ . - W bfelieve the most successful experiences with para- 
prof^ssioxiiais- occur the most careful planning for 

their positioiis has -taken plac After the basic model for 
the pairaptofessional positioA has been selected/ there are ^ 
five -general areas in which planning decisions regarding the v 
paraprof essional. position need to be made • , . ; • 

V First, if the positipn is. to be a paid one/ the possible 
sources for initial and continued funding should be oonT 
sidered. Local^district funds or funds from another local 
agency or group Jiiay be available. If not, perhaps f^ederai or 
state f Unding mai^ ayailabf%, These are generally shdrt- 
fce^rm furidg,/ h^^^ and if the^ paraprof essional is lio' be of 

-{iermanent value>- plans ior seeking permanent f unding should 
•be-.:made-.- r \ ^ : v ' ' r- ■ 

tr .Second/a g)l4ri for the orientation of. both' paraprof es- 
sional and guidance staff should be considered* The match 
between the paraprof essional and the position is vitally 
important to the individual 's successful functioning* The \ 
entire staff and the paraprof essional need to know what to \ 
qxpect from each other,, and need to have an opportunity tp 
have questions answpred and anxieties settled. If input from 
. each concernGd staff member is sought and used in developing ; 
the role and tasks of the paraprof essional^ most concerns in 
this area can usually be dealt with during' the initial plan-' 
ning process. . The paraprof essional 's orientation to his or 
her role will begin during the selection process , where both " 



candidate ahd\enipip^ fre 'trying to .determine how well the 
p.ei:;sbn' s .abilities* and' the requirements of the position fit 
.together^* But in addition, it is important that the staff 
. and candidate meet and have opportunities to Interact before 
: actual hiring; The *persQn^i component of a woj^king;- relation- 
\,ship is important. Respedt of the staff and paraprofe 



for one another foiins ^fte foujidatioh 

job performance v^^^^^ is also impdrtant.'f students to be * 
acquainted with the ]f>araprcrf ess aware of the ser- - 

vl^c^s he provides if he is'. to §frve them effectively; this 
concern is probably -best dealt' ;with at the' time the parapro- 

* • ■ ■ ■ ■ ''- ■ ' ' ' : '■ '( . t''^. 

f essional beg i^i$ work, but . planning should obcur eajrlierv . 
K Third, plans for participation by counseling stai|f,-^ parar 



profeissibnai^, studeruts/ a community representMt^i|^^ 
planning and. ;operatibn of the program should :be4pade • . ^One *of ^ 
the' great problems of helping prof essions reco^iz^d inihthe 
60 's. was the trc2mendous lack of adequate commyMcatidn among 

all of those jLhvolved in or affected hy- a pxo^^. _ It/ XB^^^^ - 

. ■ - . ' ■' ' 

essential that programs be .based on the widest possible / ^< 

- .. ■ . # ♦^ i ■ . . . • • . . . * ■ 

• - - ' t " ■ ■ ■ ' • 

knowledge of the needs of clients and of the community at ■ 
large. The acceptance of a program by students and community 
may determine the effectiveness of the actual services it prq^-^ 
vides . The input o*f paraprof es-^ionals , particularly into / 
their own rolo/dofinition arid within- areas of their speciai 
knowledge, ^shou*!^ also be treated as important if they are to' ; 
benefit students, the program, and themselves/ For instance, 
indigenous people iphould be able to affect the methods ^nd 
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style, of staff interaction witH minority students accordi 
to their specia;! knowledge', if ■ tha-t' knowledge is to be of' 
genuine value* to all involved in the pr.ogram. ' ' 

Fourth; plans for selecting staff to train paraprof esr 
sionals . ishould be made, and also for selecting staff to 

■ . V ■ - •'■ ■ ■' '■ ■ ' ' ^-^ ^ ■ 

supervise thent. These may "be, but do hot have* to: b^, the 
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same ..person or -persons : The functions of L xdlul ag and super ^ 

. : Vis^i^^ which counselors have little 

/ experience or tfain^ng themselves The tasks"vv?hich para- 
professionals will pe^^^^ the abilities they 

need to possess /and similarly may suggest the most appro- V 
priate people to* fill' the trainer and supervisor roles ♦ " plans 
for training and supervision also should ihclude ways in 
which th<2 normal duties of trainers or supervisors will be 
; covered when they are wprking with Jparaprof egslonals and : 

should cor^sider the most cost-effectivfe methods 6f 'trainiiag. * 
Later in the text we will 4iscuss training considerations in 
s more depth- for now we simply wish^ to point but that 'trainiTig. 
and supervision demand particular skills , time ^ ^nd money to 

be accomplisijed efficiently, and that planning' tiraining and 

' * , • * • •■ 

' supervision should bo done beforehand. 

■ . - " ■■ ■ ■ ■ f - - ■ 

. Fifth, consideration of the pardptof essional' s career 
mobility should be made • There Is considerable controversy 
over the best definition' of the paraprof cssidnal ^'career 
ladder." Some authors fe^l that the paraprofessional ladder 
should be terminal: that there are fundamental differ|inces in - 
interests and aptitudeB which separate profesisionals and\ 

■• •"" ' r .: 27 ■ . ^ ' • • 
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"'paraprof esslonalS/ such as academic abilities and ''program 
develppmental abilities V Others include the possibility of 
ad\^ancement to the pr6£essiona3. level at the tpp of the para'- 

.professional's car^ter ladder. All aulihors concur r however, * 
that full academic preparation should remain a necessary . part 
of acquiring professionai counselor credentials. 
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of both advancement within one setting, and movement at the 
same level into another setting, \as mentioned preyiously^ It 
is impoi^tant for the career deyelopment of the paraprbf essional 
that^ the possibilities for either type of movement be examined, 
to at least some extent. The possibility of advancement in- 
rank and pay is of course a strong *motiva tor . for mo si?* people v , 
Jt is oijly fair to parapro*f essionals^v^to consider the possi- 

abilities' and mechanisms for 'advancement within the setting 
and to discuss these possibilities with them before the actual 
Hiring. On the ojther harid, if funding for the' position is un- 
certain' in the future, it is certainly in the paraprofes- 
sionals' best interest to consider how marketable their 
skills may be in other settings* * 

■ Recruitment and Selection of Paraprafessionals 

Since paraprofessionals are usually chosen /for specific 

characteristics and aliilities rather than education prepara- 

tioh, active, unusual rccruitr\jent procedures somotimcs turn 

up excellQ,nt ceindidates. For^ example, schoO'l graduates or 

drop-outs who stay around the school may prove to* have non- 

*■ . . ' ■ » 

academic abilities which fit perfectly with program and 

- ' 28. 
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\ "Most pafaprofessibrials do not have such a colorful . 
history, nor is this a recomrrtendatlon to establish such 
criteria for selec^tiomV It docs show> however /the 
- . need for broad tliinking in' recruiting xperson^^^^ ^" 
(Zimpferv 1974)/^ / ' 

* FQCusing on relevant skills and characteristics may alsd' 

help to counter the curnDnt massive imbalance between men and 

Women in paraprofessibnal. positions. 

* vThe two factors which enter into making sure the pairapiro- 



Selection 



fessionaT's slcill levels are adequate are selection and 
trainingr and these tv;o are complementary: ^ those skills .an 
individual already possesses at a sufficient level are those 
in which he or she will need little -training, and thos^e^^^ 
needing ^improvement for the focus ,6f trainifig. Certainly ex- 
perieihce in- simifat activities is one' indicator of . skill at a 
particular; task. ;(3f> course^ it ife a defensible .goal of para-s 
professional programs to deliberately seek ou-t persons who' 
/are' from disadvantaged backgrounds with low sitill levels and^ 
attempt to raise the-ir skills , if time, money and training - . 
opportunities exist. If such people selected for parapro- 
fessional positions are going to need a, good deal of training/ 
one of. the criteria for selection might be their general \ 
trainability. Their skill in tasks similar to those of the ' 
paraprofessional position may indicate something about their 
tra^inability. Their interest level in the role they will bo 
filling also has bearing. 

•More specific selection criteria usually fall within 
three'^ areas t 
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1) Human relations skills : listening , , conununicating , 

, ' showing warmth- and genu'iness , 

2) Cierieal and audiovisual skills: typing, letter 
writ'irTg/ f iling/ phone procedures, running f 3 lide*r . 
tape equipment . ' 

3) School, and guidance program skills: using facil-^ 
. ities/ collecting and displaying information, 

disseminating information, obtaining equipment and 
supplies frpm appropriate sources , 

■ ■ ' . . ■ ■■ ^ ■ 

A number of measures of human relations sMlls hav e be en 
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developed.. Carkhuff 's scales of interpersonal effectiveness, 
Khich measure qualities such as^. degrees of empathy, warmth and 

genuineness, are perhaps* the best known* * Other measures of 

• .■->.' * " ■ . ■ ■ ■ • - , • 

Human relations skills will be encountered in ybur later 
reading* Several also form the foundations for programs of' 
training in the skills they specify. 

Clerical ^nd audiovisual skills v^a-ry in the length of 
•^tiine requireci foi their maste If this/$kill area is to be 

highly emphasized in your paraprof esj^xohal position and . . • 

■ * • '(>■■■■, 

training time is limited, then skills such as touch typing ' 
which require much training. to master. (vs* running a, mimeo- 
graph, which takes relatively little) might be better dealt 
x-zith through the selection process rather than trta^Aing* 

School and guidance program skills will probably be quite 
specific to a particular setting: for example, knowledge. o':^ 
terminology and abbreviation^ used in. the school, knowledge/^'' 
of school procedures , and knowledge of who students should be 
referred to for particular problems. Familiarity with such 
items is usually the easiest skill area of the three *to master. 

31 
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Training . - ' • - . *. 

As witfi seleetion criteria, .training programs may 
treat skills by dividing them in t^^^ general areas 

of human relations, clerical, and. school and guidance program 
skills. The areas which should receive ;the most emphasis ial^ 
training are determined by "tK^paraprofessional's projected 
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Many approaches to training paraprpfesisionals have -been 
* used in the past decade, draining times- have varied from a 
few weeks to over a year, with' different combinations of prer 
and in-serviSe training and different depths of orientation* 
In ^genqralf pre--service : training means any training up to Jbhe 
point the trainee actually jpe^ins functioning on the job . 
In-service training includes any trainixjg after that point, 

whether the trainee is performing tasks independently or 

" . ■ ■• ■■ " ■ ■ .■ . 

whether he or she is merely observing the routines of an on- 
the--jqb trainer V In-service training also refers- to training 
for every new task paraprbf essionals undertake at any point 
in their careers, as well as* tp-^scheduled upgrading training 
for their roles. It is itpportant to realize that any new 
'task paraprof essionals^nderfiake may require some amount of 
training, and not^^ro assume that sinjply working in the . . 
guidance office means that they are able/tq perform tasks of 
othjer staff membor-s. ^ ^ , ; . . 

. Methods, of training have^ncluded the use of profes- 
sionally packaged materials, of localli^ developed materials in 
workshops and on-the-job; training, and of related community 

' 22 ' \ 
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college and technical school training,. The packaged ma- 
terials generally fall within the area of human (Relations 
skills training; and' Include, efforts JDy Carkhuffr^-^iv:e}^^^^^^^ 
("micro-counseling^'), and Danish. These will be described 
* . more fully in your later residing. The more complex clerical 
skills paraprofeBSipnaXs"^ may perform frequently involve comr 

training is ^sometimes available for human relations and 

i ' . ■ ' . : : ■ . . . • . . 

' school and guidance program skills as well. School and 
.guidance program skills will probably be needed 'by all para- 
• professionals except those wit|i recent experience within the 
^vsetting. * « . > .* • > 

Some general considerations apply to the planning of any 
kind of training program. First is selecting the trainer/ as* 
mentioned before^ The most appropriate person is the' one who 
has the highest training skills/ coupled with the ability. to 
perceive the trainee* s needs for information and support 
during training. Providing support^ feedback, and' even ' 
counseling to the trainee at appropriate times may be among 
the trainer's most important functions. Another consideration 
in selecting traineirs (and later, supervisors) is their' basic 

■ e> ■ ■ - • • 

sympathy to the concept of paraprof essional utilization. The 
'relationship!^ betv;ech trainer or supervisor and paraprof es-- 
sional will lirobably be ineffective if trainers are spending 
much energy battling their own doubts about the paraprof esr 
sional or the paraprof essional role, no' matter how good their 
other gualif ications might be. In iaddition^ to* the trainer 

. ■ . ^ ■ 37 ' ■ 
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individuals who may participate in training might iriclude the 
paraprof essio^ai^s int^tnded supervisor / 'other paraprof.es- • 
sionalsr and .other guidance or-^teachihg staff with whom the 
paraprof essional may work • ^ * ^ 

. . Secand,; training' should be based oh the role and taisfk 
descriptibnV^of the paraprbfessionalV^osition. Both under- ^ 
and Qver- training are possible > Avoiding these. deperids ' 
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largely on advance planning to ^be sure curriculym and . 

■ .'. . . _ ^ ■ ■ ; ■ , , • ^ ' . - 

materials cover skills adequately. For example^ if t;caining 
in the area of school and guidance program 'skills is left up 
to a spiiX;--of-tlie'-^tioment inspiration o the"t:rainer's part/ 
significanb facts may be left out, Prepared 1;raining material^ 
either locally developed ,pr coifnmercially available , and/or 
trainer checklists are the best insurance against this. On 
the other Vhand, acquaintance with the fiscal policies of the 
s^^ol district is probably far .removed from the paraprof es- 
sional's tasks and so would-be likely to* be irrelevant^ to his 
or her funttion^ 

Third/ the training components oHn' orientation/ pre-ser** 
vice training and irt-service training are all important. 
Orientation provides -trainees with the necessary framework 
within wjiicl^ thoy can understand and visualize th<^ use of 
their skills* In cases where the trainee has been far removed 
from school and guidance sottiAgs, as may be the case with 
persons of middle years returning to vjorkf it is espiscially 
important that the general goals and philosophy o£ the educa- 
tional system and of the guidance program be m^de clear. More 

■■■ •■ 34 •. -. . 
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specific oriontation. to school facilities an.d staff members 
is also necessary. Prerservice training in any^ of the three 

skill areas we have outlined is aimed at developing general 

• ■ -.• ■ ■ , ■ , " ,■ ' ' ■' * • ■ ■ * . . ■ • « 

competencies in these areas. In--serviGe training usually 
fo.cusesf on specific skills for a particular. setti-ng> and on 
helping parapuof essionals understand o^st how, when and where 
t;hey will be applying their skills. For instance/ explaining 



the role of the guidance progrcim in helping students plan 

• ' , ■ ■- ■ * ■ . * ' 

their careers would probably fall within orientation; develop- 

* . * ■ * --^ . , . - r 

ing human relations skills . through packaged materials- might 
be done in pr0r$^ervlcQ training? ajnd , learning to schedule, 
screening interviews with students -would, probably be done in 
-'in.--se^!^ce -itraihing^^^ ■ ; 

-Fourth, trainiflg; should be 'Structured so that -it can. be 
flexibly a'dapted ^o the trainee* s skiirs. ' if a trainee needs 
half an hour to learn to run a piece of' equipment but a rigid 

. schedule gives him only 10 minutes, the training cannot accom- 

* .' ■ • <•'■-.' ■•' 

plish- its ends. - Training should also be flexible enough to 
accommodate a variety of backgrounds and care should be 
taken ^not to neutralize the paraprofessional' s unxgue attri- 
butds. If paraprpfessiorials speak -a dialect , of black Eng^i^h 
in a sghpol of prodominantly black student population, it^may 

be counter-- prsOductive to try to dlter their speech patterns 

# . •■ ■ ■ *■ - ■ . ' * ■ • .. 

to fit the mbrc standard English which prevails in the rest 

^ •■ . • ■'■ ' . - ^ ' . ■ / 

of the guidance ^program. • 
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Supervision and Evaluation 
: After paxapr^fessidnals have ^b^ 

Toles/ the necass|ity^ *^^^ and evaluating their 

performance arises. - SuperviBipn and evaluation have two ^ , 
.function's t first, to insure that th^'jnanner m whxch tasks 



are accomplishGd ife ineeting the needs of the students^and 
the program, and second-, to insui^'e that paraprof essionals 
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are- provided with feedback by which. -fchey can judge their per- 
formanee and change it. if desirable, 'Additionally , super- 
vision and evaluation pro'vide jiecessary data, f or'^ecisions 
•about salary, promotion A arid i^'iated matters. One other 

• . .. ■ V / ■ ■■. .• ■■ ■ '-- , " ; . , ■ , 7 . 

evaluation consideration rela/tes to assessing program effec*- 
tiveness. This topic is treated in othier modules , but an " ^ 
itnportant quGsi;ion is v/ortly nothing ' here: Is the quality of 



• the program being enhanced/' or leGsened by the use of para-* 
professionals? The answ<^r' to this- question ' takes a Ipng time 
to reach, but -the question is' ansv/erable in the same kinds 
of tormo v.*hich opened this module: What need^ should the 
paraprofessional fill in this setting? The paraprofessionals 
^themsolvos, thercuporvisor and the staf^f ^ay all havo valuable 
contributions to make, v;ithin the areas<|of program ovaluation 
•and dovalopmont. ^ ^ 

Selection oL; a supervisor for paraprof essionals dopdnds- 
on availability of staff and thoir interdsts and skills.. Tho^ 
supervisor may or may not .have boon the trainer; if para-* 
professionals v;<|re trained in programs outside the institution 
where they are employed, the supervisor v/ill definitoly not 

• '36 • ,. . 



.. have been the trainer. Supervisoty skills inalude familiar- 
ity .wf th th.e Vpi^pgr am and the paraprof ess ional ' s f unctions in 

; it, and. the^ ability to be objective, open, and empathic to the 
parapr ofes s iona 1 . - • .:. ' 

; ' In general, it is best to insure that each paraprofes- 

" ' " . ■ * • ■ ■. ' • ■ ' ■ • ■ •■■ • '■ ■ ' ' ■ ' ' ' ' ' , , ' ' ' 

sionai has only one supervisor. This systejnfi eliininate's * 
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possibly :c6nflictinjg expe.ctations which may confuse para-' 
prof^ssibnal^ and inhibit their - performance, "it also 
clarifies one. firm , stable^' reiationship for the paraprof es- 
sional-wbich, if .it-is fair , supportive , and warm, may be 
-one of the greatest assets to' his or her performance. Other 
. sitaf f ' metmber s should , , of course , give input to the supervjLspr - 
^ about the paraprof essionaT' s performance, and there will be 
many times when immediate feedback from staff to paraprof es- 
s ional is appropriate arid desirable; but final responsibility, 
for supervision should rest with the selected supervisor^ 

"Thei;^ are a^iaumber of criteria for evaluating parapro- . 
fessiopals. The simplest is, of course^, their demdnstration " 
of the. skills necessary to accomplish their • tasks , but others 
e5<ist, too. -^Motivation, and interest in position are. signifi-- 
cant factors, .So are the abilities to follow through'" on 
projects, and to use resources effectively. Other possible ' 
criteria may be contributions to development and 

-quality of ^interaction with other Itaff members : - 

jyiethods of assessing effectiveness dn these criteria 
include direct supervisor assessment, self -assessment , ratings 
^of student clients and .group, discussions with other staff or 
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\, paraprofessionals. Ccaution s^^ Exercised agai^ ; . 

letting group discussions tuifhV into group ;evaluHi^ns,^ 
' :^ may be .overwhelming to tHe- paraprof essional . "Any of .thes^ 
methods ,w'ill be most effective if f)araprof es:Sionals uncler.- 
- stand that supervision and evaluatiori are intended to serve 
a positive ..function; to emphaai^e their most... ef fe ctive p er- 
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. forinances an^ to help deyelpp. a;ny less effective areas/ not' 
' to . punish them. / ' ^ . ' ; . - 

^* The timing pf evaluations" may differ in diffe'rent " 
° settings, and may change over the course , of a paraprof es- 
sional* s involvement in one setting. Daily or weekly 

/ discussions may be especially helpful dur^ing the parapro^^^^ 
sional's first months on the job. On a more inforinal. basis , 
immediate eval^uation may be a •valuable topi to help the 
paraprofessional's initial adjustment to the. job/ and it is 
helpful if the. supervisor is frequently available to discuss 
the paraprof essional Vs. own immediate concerns. Semi-annual ' 
gt annual performance -reviews will 'probably be. the basis* for 
salary and promotional/changes; but these formal procedures 
should not obscure the need for ongoing evaluation ^nd feed- 
back. ■ * • .• * ■ ■ • ■ . ' ; ■ , . - 

The satisfaction of paraprof essionals with their role is. 
a major f actor . in ^hbw; well they perform Ity and so evaluation^ 

, of the influencGs operating on them is just as appropriate as 

: evaluation of their ^activities . \ The atmosphere in which they 
work is of primary • importance. This atmosphere will be highly 

' influenced by the way the paraprof essional , concept alid the^ . 
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individual pa5^apr of es^^ 

and whether efforts w^e made all along Ipy planners^ ; . 

trainers' aind supervisors to promote mutual understanding and 
cooperat ion. However/ attitudes continue to ev,olve even : * 
a^ter the , paraprof essionals are settled into their* roles , and 
ongoing evaluatiorx and problem-solving serve a uiseful func- 



^ One frequent area of difficuity is„ the relationship be^^ 
tween the paraprof essional and the' clerical staff. Problems 
may' arise if the paraprof essional Vs duties include supervdsing 
or directing the work of clerical staff, particularly if the 
paraiprof essional - is younger arid less eXperien©ed than 
secretaries and clerks . Another kind of problem might arise 
•if paraprof essional$ are expected- to take^ directions from 
clerical staff/ unless the paraprof essionals ' role and ±he 
limits on their clerical tasks are clearly /undersJ^^^bOby • 
everyone. : Pushing clerical' tasks off into the "kstra) hands" 
of a paraprof essional who has been^selected and trainecl for 
a different role is one of the most, freqtte^t causes of 
complaint by paraprof essionals cited in the literature. One 
of the most effective ways of conveying respect for parapro-^ 
fessionals is to utilize their abilities as their training 
has led them to expect they will be used/ and to be careful 
not to have paraprof essionals filling in gaps in. program . 

needs*- ■. / \ - 

It is important that the supervisor offer ongoing suppprt 
to paraprofessionals in developing their role 'arid interacting 

■ . ■ ■,, , ■ ■ ■ 43 ■ : 
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with staff and students/ and to ericourage^th^ advancement 
of .qualif ied , interested paraprbf essionials . Of ten, there is' 
room for' a great; deal of development /within the limits of 
ptie position^ as well * as opportunities for promotion to 
other -^positions. Scheduled eyaiuation periods arq a good 
xe— discAis^j^n.-<^^ 



^ These.-periods are also useful foif considering the development 
of the^paraprofessional':^ role in-iselation to the counselqr/ 

; superviiS;6r's, particularly if the. p^raprofessional po^itidh - 
fits the .;"new professional" model^. The counselor/supervisor 
should try to be aware -of his or ker own feelings' about para- 
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professionals and their role/ which may be .strong and- lipset- 

r •• • ■ . : . , ■ • ■ - ^ : 

r ting. Sometimes a counseling session which . includes the 

professional,, the paraproi essiorial , and some other person, who 

" ' . ■ - . -4 '* , ■ _ - . ' 

is : objective arid somewhat removed from the situation smay be a 
wi^e' move/ Counselors, of all people / know the necessity of 
revealing their fqelings-arid concern^, and a counseling ses- 
sion is certainly appropriate iri a situation as critical to. 
the counselor's happiness ;as his professional role. The ideal 
condition is "satisfaction for everyone, " and chances for 
achieving it are greatest when -everyone can he frank about 
■feelings and needs. • ■ 

Sumrticfry ; ^ . . . 

In this introductory reading we have tried to acquaint 
you With the background, growth in sdop'e, and^major. issues in 
the paraprofessional concept. In. planning a paraprofessional 
program in your own setting you v^ll need to make choices on 

- . a ■ ■ ■ ■ - 

. . ■ ■ ■ » ,lf ' ' . • . - . 
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Go on from 



many of the issues we've mentioned. Your further rea^ding • 
will show you how planners of various paraprofe^sionar 
programs • have- made choicfes ^. the techniques they have used to 
implement them, and the kinds of results that -have been ' 
• realized for clients / the program, and the . paraprof essioi^al 
' himself. ^ . 





The simulation will be a group discussion of paraprbf essional 

- progx ' aiu praiiivixig relaLed C o a case s U iicly -^ of eithe r an .el eme ntary ^ 

or a secondary guidance ^program. • Choose the academic level you 

prefer, and read that case stu^y. Then meet with the oij|ier partici- 

■ -■ '• '-^ ' - , ■ ■ , ' •. ^ • 

pants who hava chosen the same study • If more than e^ight 

participants choose one level, break into two ..(or more) groups of 

* approximately equal sjLze, With your group , discuss th(^ planiiing 

'questions lifted at the en<^ of the case study, and try to reach 

consensus on each* Choose someone to record the important points 

you discussed and the .decisions your group made. The simulation 

- exercise should take about one and one-half hours^. 



Ca^e Study I: LongwoCyd High School 

Ifaagine that you are members of the counseling and admini- . 
strative. staff of Longwood High School* You ar^ charged with 
outlinihg a plan for paraprof e^sional usei and selecting a ' ^ 
candidate to fill the position. Longwood is a ischool of -approx^ 
i mate ly 1200 students ^ with an ethn ic b rea kdown of. 40^ white^ 



35% Mexican-American,\. 15% black and 10% native American. The' 

. • '• ■ ^ . ■ ' ^ 

average income. level is low-middle. to middle. . College entrances 

* ' • ' " ' . - ' ■ ■ ^ ••" _ , , " 

run* about 4 0^, with less than 20% •completing college. The 
majority of students' eventually enter trades or technical occupa- 
tions. • ' 

There is some racial tension at, Longwood, but. it has never 
been a major, problem, The Mexican-^Amer^-cans and native 
Americans seem to have a lower 'sense of group identity than 
either whites or blacRs , though the' blacks tend to be less in- 
yolved in school activities th^n any other group. 

' An informal needs assessment of guidancel/counseling-re- 
lated needs has been conducted among five groups of people. 
Their major needs are listed below; within each group, each 
need has been identified as 'significant, by approximately the 
same number of respondents. 



Parents.' needs; 



1) to have more information about 
guidance services 

2) to have more individualized 
help for bhcir children 

3) to feel that counselors have more 
understanding of minority prob*- 
lems 
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Administrators ^ needs : 



\ 



Teachers ' needs 



1) to h&ve more attention paid to 
student discipline problems 

2) . to make ^ef f icient use of funds 

3) * to ^ make guidance functions more 

re.sponsive to student problems 

1) to be mor.e inyol/ed with the 
guiidance and counseling staff 

, in the solution of student: 
problems, 

2) to have counseling groups im- 
> plemented for help to students 



Counselors' needs: 



with study problems and personal 
problems 

3) to have a'^ place to send disrup- 
tive students. • . 

■ . ' ' ' 

1) to provide niore individual 'ser- 
vices to students 

2) tQ establish'better^ liaison with 
^ the community 

3) to provide more job skill 
training 

4) * to receive more clerical help 

5) to better orient students to 
school and to guidance and cou'n- 
seling services 



Students ' needs 



1) %o receive help with personal 
and academic, problems • . 
^ ' * 2) to f(^el counselors are truly in- 

terested and trustworthy 
' • '3) to see counselors without long 
waits . ' ' , , r 

V p . 4) to receive help in planni^ng 

their sch^ool programs 

5) to receive career information 

6) to receive job placement .inform- 
ation^ 

* ' ■ L 

The counseling staff consists, of f i^l^e counselors and three 

clerical staff: ' ' ^ 

Mr* Adams white > middle-ag9d/ rather traditional in 
his values. lie feels a paraprof cssional should pro- ^ 

"vide extra clerical help. 

* . ' . .... - . . • 

• Mrs. Martinpz, a yoUng Mexican--i\inerican w6man, in- 
to,lligGnt: and forceful. She feels a parapr9f ossional 
shquld come from a disadvantaged group and act as 
liaison between school and community. 
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Mr. S tennis, a young white man/ jriethpdical and 
practical ^ who feels that job training is the most 
pressing need of students and that a paraprofes-- 
_ ^ * sional should be used tp help in a work' experience 
program. 

* - * . 

Miss Van, Stone, a middle-aged white woman, warm and 
* rather motherly. She feels that a paraprofessional 
should be usetd for student o?:ientation and direfct' 
contact.. . , ' / . 

Mrs, Harrison^ a young white woman, who agrees with 
Mr. Adams that a' paraprofessional should remain at 
the clerical level. She is usually behind with her . \ 
own record- keeping. ' 

The clerical staff consists of: 

■ . . " * ' ■ . ■ 

Mrs. Kelly, a forty-ish white- woman, senior secretary^ 
competent and. rather bossy. . 

Miss Saunders, a^ypung white woman, a college gradu*^ 
ate, quiet and a bit slow but thorough. 

Miss Williams, a young black woman, a college gradU-^ 
ate, outgoing and efficient. 

The current guidance' program ip nbn-^'specialize^.- Each 

counselor ^carries an equal caseload and performs all functions 

for his or her students. Each counselor assigns duties to the 

clerical staff 'equally. There are no specialized programs or 

centers. ^ 

t • ■ ■ ■ 

Three people have already expressed interest in the pa^ra- 
professional position. if it opens up. 

„ ■ 

Miss Williams of. the clerical staff is one. Her 
skills include ease* in getting along with staff ]and 
V students, organizational abilities, good clerical 
skills, and familiarity with the school and guidance, 
program. ' . 

' Mjr. Simmons is the second. He is \ young black m&n 
who recently graduated from Longwood and was well 
liked by students and staff. His clerical skills are 
high, and his communication with the black population 
./ - is excellent. He is familiar v/ith the school* and the 
guidance program but qh a rather general level i, 
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Mrs. Cor-tes: is the -third. She is a Mexican-American ^ 
woman in her late thirties^ She has been active in ^ . 
Gchool activities for a long time through the PTA* 
She previously v/orked for the State Department of ^ 
i s EmpJoyment as a placement counselor. Her clerical 
skills are only moderate, and she is rather quiet, 
but is interested and follows through on projects, 

, You have been assured by^'-^he district administrators that 

funding is available for one full-time paraprofessional. You , 


* 


* 

f 

*■ 
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^ may hire one o^r more' paraprof essionals on part*- time or hourly. 

bases, as long as you don't exceed the total weekly hours/ of a 

full-^time person. You may also use volunteers, 

.The major program changes suggested have been: 

1) development and* implementation of a work exper- 
^ ' ience program ^ • v ' . . * • ^ 
-2) establlishmGht of ongoing counseling groups, 

including a three-^v/eek freshman orientation com- 
ponent at the beginning of each school year 
V 3) a peer counselin^program within the high school 
4) an ongoing commuiiity liaison effort 

On the basis of the information above, the group should try 

to reach consensus on the following points: 

1) the most important program change or changes to make 
of those listed _r. - \ 

2) the general model of the paraprofessional position 
' to use . 

3) tho functions; the paraprofessional v;ill perform, 
and the types of tasks he will be assigned, in*- 
pluding v;hother the tasks will be of a gonoral 

• natifre or specific to a new program component . • 

4) the most appropriate candidate of the three to 
fill the paraprofessional position 

If there is time remaining,, also consider: 

5) the paraprofessional trainot you will choose and 
the general .typbs of oricn.tation and^training you 
will use ■ . ' * 0 

6) the paraprofessional supervisor and general evalua*- 
tion criteria " • ^ \ 

. ; ■ ■ ' .. _ ' . . ■ "\ ■ ' ' ^ \ 


i 
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Case Study rfc': Crcekside Elementary School 
^ Thisvgroup is now a group^^ of counseling aiicl administrative 

staff of „ Creaks ide Elementary School/ charged with outlining a 
plan for paraprofessional use and selecting a candidate to fill . 
the position. Creekside is a school of approximately 400^tu-* 
dents, K-6/ .with an ethnic breakdown of about 40*% white^ 35% 
Mexican-American./ 15% black and 10%' native American • The -aver- 
age income level is low--middl<3 to middle. There is a tendency 
for different ethnic groups to avoid intermixing. . 

An informal needs assessment of guidance/counseling-^rerated 
needs has been conducted among five groups of people. Their 
major needs are listed below; within each group/ each heed has 
been identified by approximately the same number of respondents. 



Parents' needs: 



1) to have more information about 
guidance services 

2) to have more individualized 
help for their children 

3) to feel that counselors have' more 
understanding of minority prob-^ 
lems . 



Administrators" needs: 1) to" have more ^attention paid to 

; - student discipline problems - 

\' . 2) to make efficient use of funds* 

3) to make guidances functions more 

" V ^ relGvant to student problems 



Teachers' needs: 



1) to be more involved v/ith the 
giil*dance and counseling staff in 
the solution of student problems 

2) to have counseling groups im- 
plementod for help td, students 
with study problems and personal 
problems ' / 

3) to have a place to seiid d;Lsrup- 
tive. students - , 
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Counselors ' needs 



Students noGds 
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1) . to ppcjv/de more individual ser- 
vices to. students " ' 
.2) . to estab-iish better liaison with, 
the: community ^ 

3) to receive more clerical help ' 

4) to better orient students to 
school and to guidance and couh-* 

\seling servicjes 

1) to receive help with personal 
and academic .problems . 

■ . — — : — — — — ^ ' — — 2) to f ee ^—eot^nselors— arre--^ ^ ip- 

tdrested and truthworthy ► 
• 3) to understand the relevance oE 

their school learning to their" 
. ^ li_yes ' 

4) to understand and plan :^or tran- 
, sitidn to junior high school 

• - ' ■» •■ .<*■.■■" 
. ■ There is one counselor for Creek-side, Mr. Stennis/a young 

white, man with. strong interest, in the students^ overall growth, 
academic^ social',' personal and physical* One secretary member 
• does most of his clerical work:' * Mrs, Gonzalez a middle-ag'ed 

■ - " * , ■ : - r , ■ #^ ■ ■ ■ ■ - • 

Mexican-American woman. Her, clerical and organizational skills 
are only moderate, but her communication with all types of stu- - 
dents is excellent and she is thoroughly familiar with- the 
school and guidance pro*gram," 

You have been assured by the district administrators that 
fuii^i^ is available for one full-time pataprofessional. You 
may. hire 'one or more paraprofcssionals on part-^timo or hourly - 
bases, as long as you don't exceed the "total weekly hours of , 
a full-time person* You may utilize volunteers. , 

Three people have already expressed intefest in tlie para*^ 
professional position' if it opens up. Mrs*. Gonzalez is one. 
A second is Mr* Simmons, a young black man recently graduated; 
from high school who has worked extensively with elejmentary 
students in tutoring programs. His clerical and organizational 

* . ■ " . '48 



skills are excellent but he is unfamiliar with the elementary 
guidance sottina. Tha third is Mi^s Williams, a young white 
•woman> a"* recent college* graduate. She also has high clerica],' 

^nd organizational skills and has been .i^^volved in schopl- 

• ■ ♦ ' ■• • ' . ■ 

community contact * work. She is familiar m a general way with 

• . ■ . ' ' «». « 

■ ■ • . ^ ■ ^ ■ '■ 

the guidance program. 

— ^—^ ^ ^ — ^ ^ - U ' ^ : • ~ .. ■ ^ . ^ .. ' . . 

The major program changes suggested have been: 

* 1) establishment* of ongoing counseling;^ groups, in-' 
eluding a three-week coitiponent of orientation 
to junior high for sixth-grader? ^ 
" , 2) an "outreach-tp-parents" program, particularly to 
parents of students having difficulties* v;ith 
schoolwork or peers - 
3) an ongoing guidance group experience for all chil- 
dren, emphasizing life and career directions and 
*^velopmeflt , ' V , 

* ■ ■ ' ■ . : "ti^' 

"On the basis of this information, the group is to reach con- 

t'' ' ■ ■ ' ■ ,. . o . " . 

sensus on the following points: ^ " . 

1) The most important program change or changes Jto 
make of those lifted * 

2) " the general model of the paraprofessional position 

to utilize ^ 

3) the functions the paraprofessional v/ill fulfill arid 
^ the types of tasks he willx be assigned, including 

whether they. V7ill be of a general nature or spe- 
. % cific to a .new program component ^ . 

4) the most appropriate .candidate of the three to fill 
^ , the paraprofessional position ' / ' ' 



If there is tima remaining, also considers 

■ ■ ' ^ ■ ■ . . ■ 

5) the paraprofessional trainer you will choose and 

• the general types of orientation and training you 

will use 

6) tho paraprofessional supervisor and genera^ evalua- 
tion criteria o 

This oxofeisG v;ill end in approximatoly one 'and one-half 

hours. - \ ' 
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IN-DEPTH STUDY AND PRACTICE 

The' pXiirpose of this section Of the moduli is to acquaint 

you v/ith selected literature on topics related! to, parc\profes-* 

.isional programs. Before you ^begin, it is! suggestela that you 

. \ ' ' „-:.^ 

become thoroughly familiar v;ith the appliAation/post-assessmont 

. - r-T ^ ^ 

and the documents you v;ill produce. Keep these documents in 

mind during your heading and make v;hatever notes you think ^may 

be helpful to you* ' ' ^ ' ^ ^ - 

■ . • *^ 
The suggested readings are diyided into six tdpic areas.,' 

Most are excerpts of a few pages from relevaQ;t: publications* 

To save time,*: the pages are a^lso ^cross*-ref er^enced ty publi6ation 

.SO that you may read straight through one publication. You may 

also find other chapters and articles that iriteres-t you in each— 

publication.* Feel free to read t'hem as well. Discuss material 

with your fellow participants. • _ / , 

The additional mater iacls lis te'd are such^ things as sample ^ 

training p'rograms/ extensive paraprof essional program des crip*- 

tiohs , and checkldsts of activities or conlpetenoiee neooosary 

to establish pa:eaprof ossiohal prpgramor Those* are for your . * . 

reference and furtl^r reading if you are interested. Thoy may 
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be useful in providing detail f^or the documqnts by which ypu 

*, *i * * 

meet module objectivos; but most do'^nob apply directly to 
planning activities. "'^ ' , . ' * 

You have approximately t|iree ho^rs^'to read further about 
paraprofessionals/. and to exchange ideas or ask questions of 
your fellov; participants' or the coordinator* 

^ ■ ' ► • • a' . ■ « . • 

A, 



Suggested Headings (see Referdnc^ foj: fu^ bibliographical citatioh) 

! • . Pajraprbf essiona-l Eunctions and Tasks , / 

North Texas State University . Preparation of Quidl^nce •• ^ . 

Associates and Professional Counselors i^ithin the 'Fratnework 
■ of a Competency-based Program y pp, 6^75 . ' . : * 

'■^ : Ziiripfer; et al. Support Personnel, in School Guidartce Programs » 
pp. 5-12 , 34t40 f Appendix Ar Appendix B . v ' - 
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; Zimpf er^ (Ed. ) Payaprof e^Ssionals in Counsel ingy Guidance ^ ^ ^ ^-^ 
and Personnel Services/ pp. 191-196. . ^ 

• pelworth, et al . : Student' Par apr of e s s ional s ; A . Vfo r k i n g ' Mod e 1 
/' for Higher Educatxo^nY pp. IJ-r^Xj, . ■'. ■ ;. . ' ~" • . . 

Zimpfer, et ^al. Support Persoiitnel in School Guidance * 
. Programs , . p. 44 . ; / • .| ■' ■/> 

3 . ' Paraprof ess ional Training 

Personnel and Guidance Journal ^ December 1974 , :pp'i-':2^^3X4 , . 

^Personnel and Guidance Journal , February 19 75, pp* 429-433. * ^ 

"; I.mpact , yVbl. 3 No. 5, pp. 24-27. •: . ' 

. ' Zimpfer, , ^Ed. ) ■ Paraprof essionals in Counseling , Guidance / : 
and Personnel ServiGes / pp.' 196-200 , 202-2Q7v 

. Delifl^of th , e t al . Student Paraprof essionals : A Working Model' 
for Higher E'ducation , pp. ;22r26. 

Zimpfer, et ' al. Support Persoxinel in School Guidan'tre Programs , 

•. - :PP.-;^4D-4i.-- ■ •" ; . : / 

4.. . Par aprof eg s ional Evaluation 

' Impact , Vol; 3 No. 5, p^.- 27-29.: ' - ' ; ^ - 

Delworth^ et al.- Student Paraprof essionals: A Working Model; 
for High&r Education , pp. .30-34 r ■ ; : ' ' 

Zlmpfer, at al> V Support Personnel in Schoql' Guidance Pro- 
.. grams, pp. 45-46 . ^ . / . ■ ■.. -' ■ ■.: ' : 

5. Wprkx^ng Paraprof essional Program . . / . . ; 

Personhel. and , Guidance Journal , ; December 19 74 , pp > 271-2 80 ^ : 

9„/-'V*\''' •■■■■^■■■vX '^^^ '"'/.'■'':' 



Impafct r vol. 3 NO »' 5, pp. 30-41. 

Zirapf eiT/ (Ed . ) Paraprof essipnals i n Counseling > Guidance , 
and Personnel, Services , ppi 8'6^1P5, 122-128^ 136-152, * 

^^167-18^1>.^ : ^^-^ ; 

Zijupfet, et al ^ Support Personnel in Schbbl Gut^dance :Prar > • 
. grains, pp. 12-16; , : ■ •; ' / ' ' :'. .. 

Issues Relatei^ to Use of Paraprofegsionals ' 

Zimpf er ; . ( Ed . ) Paraprofessionais in Counseiingy Guidance , . 
and Personnel Seryices , pp. 44-54 . ' 

Allen V ; Peer Counseling and Prof ess'ional Responsibility > 
pp-. .• 1-12 ■ ■' ,-• ',■ ■ ". 

peiworth , ; St al. Student Paraprofessionais: A. Working Model 
for 'Higher Education , pp^ 27-29.. . - / 

Zimpf er, et al. Support Personnel in' School Guidange Pr'b- 
grants f pp. 16-21. V [ * ; ' ^ 



Readings- Grogs^Indexed by - Publication ' r 

Alleri;> Peer Counseling and Professional Responsibility , pp. 1-12; 

belworth et al. Student Paraprof essionalg ; > A Working Model for 
Higher Education ,; pp; 17--34'. . .* > 

Impact r Vol., 3 No . 5,. .pp. 23-41. ' ■ * ' ^ 

North Texas State Uriiverslty, Preparation of ^Guidance As-gociates 
and Professional Counselors WithXh. the Framework of a Competency' -' 
Baged grogram^ pp. .6-75 . . ' • ; - .; . ' ■ ' . : - 

Personnel and Guidance 'Journal / December 1974, pp. 271-280 / 
285-294., 299-332. ; ;/ > , ' 

Personnel^ and Guidahce Journal / Fe;bruary' l ppv 429-433. 

Zimpferr (Ed . ) j^kraprof essionals in Counseling > Guidance, and 
Personnel -Services , pp. 86-105/ 122-128, 136-152, 167-181/ 
191-200, 2O2-2J0^7. ^ / . ' - ' ; ; , ' ^ 

Zimpfer, et ll.V Support Personnel in School Guidance Programs , 
pp. ' 5-21> .3^4--41, 44-46, Apj^ndixes A and B. 



.Additional Materials ' 



1.; Training. .Programs, 



Program ' 


/Contact 


Institution ^ 


Helping 'Skills Program 


;S. Danish & 
A. Hauer 


Pennsylvania State University 
College of Huin^ Development 
Universj^ty PaifJc, Pa. 16802 


Basic Attending Skills: 
. i\n Tiitrodu6tior to ' , 

Microcoynseling^ arid ; 

Helping " , • 
Manuals to Accbmpany . . 
. . Basic Attending.' 
. Skills , . ^ 
Microcoun^eling : An 

■Introduction . \ 


-A* Ivey 


Microt'rairiing Associates 

.72 Blackberry Lane/ 

Amherst, Ma, 0J^;02 \ \ 


Par'aprof Gssionals in 
. pccupatibnal Re- 
source Center^s^ 


A, Leland . 


' Amherst-Pelhain Regional High 
School ; 
Amherst, Ma. 01002 


Coutiselor Aide programs 


T. Golden & 
D. Wangen 


Educational Researcl^and > 

Service" Center 
School of^ Education' 
> . Uhlversity of South Dakota^ 
Vermillion, South Da}&)ta ' 



2* Counselor Aide Posifeion Descjciptioris 



Mesa, Public Sehoold ; \ 

Project Descriptions ^ * " 


■r Program 


Contact 


Institution 


The i:punselor Assistant 
Project: A One-Year 
Report 


M. Sal'im 


Department of Guidance 
' ancT Student Personnel 
College of Education 






Rochester/ New York 


'Proposed Community College Paraprof 


essional Traning^^filrriculum 


Program ■ . . 


Institution: ^ ' 


Counselor Technician 

■ ■ . - ■ ■■ • a . 


Maricopa County Cbmirtunity 

College District 
Phoenix Community College 
1202 W. Thomas 
Phoenix, Az. 85013 ' 




• Ift this 
written plans 
This section 
of the knpv/le 
the idea °f a 
• plans which y 
just an excrc 
actual plannx 



■•n be producing 'the 
section o£ the module^™ o»»}?=tgon* 



- - - . Up as specif ic. as you 

li.hing a parapBoSossionaa. ' ..v.^^., criteria, for evalua- 

te aid year f--n;cfuLraftS%^APPUca^^^^^^^^^^^^ 

ting y°-/°=S:^^%fiteria 11=^, °^|Sator wiU' b3 loolcing 
ftssessmcat. ^n^^^jj^,, sioments t^'^^ °°%^io evaluate your own ; 

documents to be .sure y question, but use ad-. 

^ ..tra pa,e. are inolude.^w.tH^-^^ your 



state' in writing the general model of the paxrapjrofes- 
sional role you feel is most valuable in your setting, 
and explain your choice in terms of the need^ the 
paraprdf^ssipnal' s act intejided to meet. 

You htj^ed not limit your .statement to needs how being 
addressed by currently employed paraprofessionals^ ^ 

Explain the general nature of the- p'araprof essipnal * s 
relationship to the counselor aridVt^^^^ benefits you ex- 
pect will acicrue to the program and to the student from 

usin'g-^parap ro f essionals , Use e xamples to i.lluatra'te ' 

each dimension. 

Indicate whether you will seek a. person of any particular 
age^ socioeconomic status/ race, or other specific 
characteristiG,' and explain tWhy or why not* ^ 

* " ' ' ' • . ' . 

Specify whether' the position will be' paid or voluntary 
and the reasons for your '.qhoice. 
(pp. 16-19) 
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On the basis of the student anH program needs discussed in 
questioji #1/ list alX the general types of tasksVparaprof es- 
sionals inyour setting will be performing and gave specific 
eKamples. For each type of task indicate the outcome to be 
achieved by its accbmplishnient f in terms r)f the programs or 
the? s^tudents /. or both - where appropriate* These outcomes . 
sh&uld be observable* (pp. 19-^24) . . • 



3, Explain how you would deal with five major concerns in estab- 
lishing, a paraprofessional position in yoifr setting, including 
the mechanisms you visualize for dealing with chaiiige or un- 
foreseen situations. .The five concerns . are 5 

^ a) initial and continuing funding fpr the position 

b) client and staff cooperation with paraprof esaionals 

^.c) participation of institutional, community, and client 

' members .in program planning and operation 

d) the selection and preparation of counselors for the role 
V of paraprofessional trainer and/or supervisor, and 

e) provisldn for p a raprofessional -ca reerumabi-lAt y — . ^ 



cite specific people,, prganizations and methods you might use 
to accp:ni£>lish your plans in each area. (pp. 25-28) 
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List the selection criteria you will use to choose parapro- 
fessionals fo,r your position. These should be expressed as 
compctoncic*r4 or other characteristics you wish the para-- 
profesBioncil to possess. Be sure your list addresses all 
typas of tanks given i in answer to question #2. Then describe 
at least two recruitment strategies you might employ and give' 
at^ least one , reason for * selecting each strategy, (pp* 28-31) 




to levels of <^°"^P^tence already^existxng xn^ y f ^^^^ 

sionai/ Drteflyvdescribe^the act^ training, ■ 

component of training (orientation, P^^^^ .^^^^l. . . 
and in-service draining) . ^ Cite^spec^^^^^ 

^^^"S^^^^^^^^^ each Choice. ; 
(pp. 32-35) 



PrGpare a /plan for supervising and' evaluating, the work df - 
the parapriof essipnais in,,your program • Discuss the criteria 
you v/ill ap|)ly^ giving examples of these, criteria applied 
to specific tasks. Describe the methodi^ and frequency of . 
your formal^ eva^luation schedule^ and discuss any outcomes 
and proceduj^es of informal evaluation you expect to rely 
upon^ ; FinalJ,y, outline your approach for insuring maximum 
satisfaction paraprof esslonal/ 'supervise? and staff. ^ 
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Your rqle * as coord is very ^important. Your respon-^ 

sibiiities fall into four categories, ; ; " - 

♦Set the Tone r:;^ '/:'\ ■ \ r;'V V- ; a"; .? . . 

— ^^^e;t--t}ie-^KHg-h-t--^ 



Injisct humor into, the a-ctiviti-BS. and- discus s^^ allow people ♦ 

• V to i^^^ Ori *the bother hand, jiiake it clear that there is a ♦ 

' very serious purpose behind the workshop be re-. .. ' 

;,laxed but alert, interested, and motivated. \ - ^ 

•■ "- Set the Pace " ' .■ .y. " 

Maintain the right pace.. If things bog down, '^nject sOme ' 
humor > ask soBie provocative quest lively- discussion, 

going.;- ; If things- ard going too fast and people are getting lost', 'v 
slow down the pacfe, ' call f or questions , ma^ " ^ . / 

are absorbing the material. -v Keep the flow smooth at junctures ■ " 
in th'e module. up one activity with a satisfying resolution 

, and ease participants into, the next. Take breaks as you sense 
they are .needed.y Be flexible in structuring 
' ^' to individuals and situations- as needed. -Regard times listedr 
in the '^Module Outline" as flexible, * ' . ' 

■/ Facilitate ' ' 

Encourage discussion and interaction from^ participants.: / ' 
Bring 0Ut : the shy people , .don ■ t iejt* t^^^ ones dominate. . ' 

. • • ' .. -Seek out questions and uneasinesp , get them; into the . open, talk 
. . ^ them over> especially :at the beginning. Watch /facial expressions 
and/. bo^y^ language. Be a trouble, shooter. Spot problems and. 



work them out.' In short, aqt as a guide through the module, b^^^ 
try iibt tp gat in the way^. . ; . . ^•'\... , ' 

Specific Functions of coordinator : • ' 

Prior to wbrkshbp: . * ' . • • ' • 

; , - Study the module thoroughly ahead of time, \ Be. f ami 

■ ' With all participant itiat^^ and . this . Coordinator 's 

^' Guide-.. ■ ' . 

V' 2. • M _sure. all needed mater ia.ls are p 

/ workshop (see list on page .75 entitled "Outside Mater-^ 
ials. Needed for Module i ' ; ; . . ..v : 

. •>3. Prepare materials^ for the initial activity. See 

directions accompanying -the materials ai:- the en^' bf ' . ■ 
■ 'this. 'Guide . ' . ■■;■"■.■■■,) , ■/ 

At the. workshop: • V ' ^ v , ^ : . .. 

• l.C . introducqj , yourself ' to |3ar and therri: to \each 

oth^r. Briefly "explain your • background and the role 

■ -.^ . \ you, will play in the moduleV '^'y-.''''y '' .'' '-^.^r^' ^ 

. \ 2. Establish time iimitS; (lunch ^ when day ends) and /schedr 
; y ule for the day, and idp your best -tb^ 

. 3. lat'Toduce initial a.ctivity (see suggestions £|'tarting 
; ^ on page 11* ■ ' \ ' . ' ■ 

. / V 4/ Lead discussion following . initial activity (see same' 
■..;/':•/''' .-.suggf-iestionsl ; ; . . 

; ' ■ 5.. Introduce the basic putpose$. ahd structure -Qf the module 
, ^ (see outline in Participant Materials)'. Put part ici- 
. pants' questions on the .beard, unless you -can resolve 
' \them immediately. 





; ;v . -e. 


' introduce tile ptirppses p£ the Ere-Assessm©rit: and have - ^ V 






. pai:ticipa:nts begin it. When they have completed it V^- ; / 






and/i:hecked :their a^ place .any questions they / 






hav^ an -the board. • ; ' • . / = 




Run the taipe-^slide presentation/ any discussiph 






folXowing this ^ placing addit^ questions on the 






.-. board ■•. - s;- r 






. Start participants on the Initial Reading. -^Z . : . * 




■': ^' 


r Lead 'd^scu^^ the: reading Discuss the giies- - - : 






tions on the board and any new ones that Pome up. 




10. 


Start pafticipants on the Simulatipn ancl assist where ; 






•necefesary,. * •• : ■■■ '::■ '■.■/" ^ ' ■ . ' ' ■ ^ - •■ * ' 




: 11. 


Start participant's on the 'In--Depth: S Be sure 






are familiar with the Pp^t-A^sessment before they begin 


■ ■ ■ . - - ■ ■ 




the; in-depth reading, so ithat'they can make appropriate, 






note^ . while they are reading.. . Circulate among partici- , ■■■']■■' 






'p^nts tp answer questions and help w^hereyer pdssible. /j^' 




'-'12. 


Stai^t participants on the Applic at ion/Post-As sessment. 






Make sure they are familiar with the Coordinator's 






Cr iter ia f or . j udging the iQiipplication/Post--Assessment 






produqts. Be available for questions and disqussipn. * 






As, participants finish ^ collect* the Application/fiost-- . 






Assessment products*. If time permits/ evaluate. each ^/ 






peirticipant * s picdducts. ' Finish -after the w if:/V . ; 




■■■ ■ .': 


necessary. Keep a written .account of your evaluations V .." ' 






and dispuss- each with, the apprppriate .partr • ; ^ ' 














ERIC 






FOR MODULE 

1. Allen!^ Peer Counseling and Professional Regponsibility > ; 

2. Delwor^h/ et al. Student Paraprof essibnals ; A Working 
Model for Higher Education , » 

■ 3.^ Impact , Vol 3 No . 5.\ , ' . * : ' ■ -"- \" 

4, "North Texas State University » Preparation, of Guidance Assoc - 
. t iates and - Prof Qss;ional Counselors Within the Framework, of . 

a Competency-Based Program* 

.-. . • ■■ . • — •■ ' ■ ... ■ — ~~ . : ^ ■. 

5. Personnel .and Guidance Journal ^ becember 1974. 

6- Personnel and Guidance Journal / February 1974 • - 

7; Zimpf er , (Ed. ) Paraprof essionals in Counseiing/ Guidance y .and ' 
. Personnel Services .- 

8. Zimpfer> et al. Support Personnel in School Guidance Programs ♦ * 

^See ReferencGis section for complet 
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""k. ■ Train ing: Frogj^aras 



Program 



Helping Skills program 



-Basic 



Attending. Skills: 



Contact 

S. Danish & 
A. Hauer 



A. ivey 



Inst^LtCition 



.S.1 C i^^uuc"'-'-^"? 

An introduction m 
>Mic3focounseling and 

Helping; . ' . 
Manuals- to Accpmpany 
- -Basic Attending ■ 

Skills ■ . . ■ 
Microcounseling: , 
introducti on 

Parapr of ess iorials in 
Occupational Re- . 
source Centers 

Counselor Aide 
Programs 



Pennsylvania State Universr 
CoUege of Human Developmen 
Uni^^^ 

Microtraining Associates 
7 2 'Blackberry 



Amherst, wa. 




"Mi* ■• ■ . . 
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A. Leland 



Amherst-Pelham Regional 

High school 
Amherst, Ma. -^01^ 



tt «*^on Service Cenrei: 

Wan^en j of Education 

University of South Dakotc 



2. Counselor Aide Position 
' ; ^ l^esa Public SChoolS; ' ' 



Descriptions 







INITIAL ACTIVITY 



Introductory- Activities - , 

Aftel: introductions and discussion of schedule, introduce 

initial activity in a manner similar to the ^following ; 

' - ■ ^ ■ . ■ ' ■ '■ ' ^ ' ' ■ , , " , ■ ■ . '"- 

"Now ?'d like you to divide into groups of three* 
■ ' Select one of the group members- to play the role of 
. counselor and two to play the role of paraprofes- v 
siohals. The person playing the role 'of counselor 
will open the envelope given to his. group and' pro^;y: 
ceed with- the activity." 



Pass out th-e envelopes. 



)ntain /cards lisMng various 



.task^' that paraprofessionals midht perform, and the fbllbwing 



directions to tlie "counselor^': 



The task to be accomplished is the following: at 
the end of 20 minutes , the/ tasks listed, on the cards / . 
. in -this evenlope should be divided into three, cate- • . 

. gories: ' •\J' 

; 1) tasks appropriate to the counselor , V 

2) . tasks- appropriate to th(^ paraprofessiQna<t - 

3) tasks appropriate to either or Hoth 

. You and your "paraprof essionals" \may accomplish this ' 
task in any way you wish. Elease\ do not ask quejstions 
of the coordinator until the 20 minutes have ended. 

Call time at the end of 20 minutes. Then proceed with a dis- 
cussion like the following: \ 

"There arc no right or wrong answers .in this task. In' " . 
one prpgram or another-> paraprofessidnals have performed 
. .all the tasks listed. At the moment I'm interests • 
how the * counselor' and his ' paraprof ess ionals ' * inter- . v. . 
acted' and the way they went about trying to accomplish 
the'- task^ ; .'- ■ ' ■ -xv ^;. ' 

' "What sort of gorieral "approach did ybu .us6 to accomplish 
* sorting, the cards? In other words , did the v 'couiiselbr ' 

' ^ make/final decisions, or was consensus s6ugh,t on each ♦ ^ 
card? Did the ' counselor* assign the caird-'sorting t^sk^ 

' . to^ the, Vparaprof ossionals ^ and supervise their work ^ or' 



was the deck div id ed into thirds with each member of 

the group sharing an equal portion of ti\e work? r(Lead . 

discussion.) 

• * ■' •'• . ■ ■ ■ ' . • ' '0 ■' ■ ■ ■ ■ 

/."How did the 'counselors ' feel about their roles?* 

(Lead discussion.) 

"HOW did the ' paraprof essionaXs ' feel. about ^their -roles? 
(Lead discussion*)* • , 

When participants are finished contributing^ resume presenta 

tibn as follows: — . : • . .- . . • •- 

/ "This task v/as assigned foir three main reasons; Firsts we 
; wanted you to have a chance to role-play the counselor/ 
paraprofessionil rel^ experience some aspects • 

of it. Second, we. wanted you to sense thq confusion and 
frustration that can arise when a paraprofessional posi-* ^ 
t ion is established withput sufficient planning of thq 
paraprofessional's role/ tasks, and relationship to the 
counseling staff. . Third/ : we wanted to acquaint you 
with some of the specific tasks you might consider in , 
, plannin,g f or a paraprofessional position. All the tasks 
• listed on the cards 'have been performed at some time by a 
paraprofessional in'some setting. The tasks are taken 
, ' (with modificatiops) from the "Enumeration of Tasks for 
Counseling & Guidance Support PersonnejL by Three Levels 
of 'Responsibility using the ASCiV (Ttoiefican -gchool Counselor 
Association) Role Stat^^^ 1971/ 
cited in the jfeferenceis. , . • .• ' / 

"There are many poirits of view on the use of paraprofes- 
sionalsr in counSQling and guidance. In the course Of : 
this module, ' we , hope to acquaint you with the major issues 
concerning their use arid to assist yoa in developing 
plans for a paraprofessional position in' your own setting. 

■ ,■ "Are there any questions or considerations f or immediate 
/ discussion?" . (List on board. ) .. : ^ 

"using the module outline, explain the general setup of the 

modulO/ what the activities will be like in each segment, and any 

schedule cons j, derations you have no t ^lt:oadY covered . * You might 

■ . . . ■ ^ , " . . ■ "■ • . ■ -• ' ■ ' ' ■ ■ ' ■ 

mGntion -at this time that, the In-Depth -Study and , the AppliGation/ 
Pos t-Assessmorit wi 11 probabiy l?e quite flexible in length - and sug 
gest whdt. participants may do if they 'finish early. 



COORDINiVrOR'S CRITERIA FOR 
APPLlGiVriON / POST ASSESSMENT 

. ' GENERAL CRITERIA 

Look' for coherGrice Qnd comprehensiveness in the partici- 
" pant's approach to issues. Ideas should be logically 

V developed; no idea should be "thrown in" without justifi- 
t-. cation and reasonable relation to the rest of the plan* 

There should be indication that the participant has tried 
.. ^tc view'al^ ramifications of utilizing paraprof essionals 
and has planned comprehensively to deal with all concerns, 

* ' ■ , . , . . . _ . , . . ... 

2. Look for evidence ' that the particij^nt ' s .plan is practical, 
detailed> and could actually be used. The names of specific 
people r organii2alM.ons , and programs which can be employed 

4 should be included\ in the discussion Of issues . The actual 
V approaches an4 mc^thods of problem solvingVon which partici- 
. ^ ' pant .focuses should be. discussed. 

3. Look for reasonable, flexible planning that allows for unfore- 
'■seen problems and includes mechanisms for collecting and 

using continual feedback. * 

4. Look for- rcji|»onnos that address all points mentioned in the 
question. lIowQVor, the points need not be addressed exactly 
as presontf2d in the question « if that would' produce repeti- 
tious or awkward replies* 

' ' ' . 76 - . • 



ERIC 



1 



5. Bg ' sure you read both the question itself and the coordina- 

tor*s qriteria for eacii question to be sur? the answer 

■- • . ■ • ■ . , • 

adequately \ covers all points. 
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SPECIFIC CRITERIA - ; 

a. Thd statomoat should specify the model by name (aide , 
model/ speGiaiist model/ "new prof ess^^^ 
and discuss it fully enough to silow comprehension of ' 
its components and how they interrelate. The statement 
should contain a logical rationale for J^he choice of - 
the model. . This rationale should be based on specific 
connections between client and program needs and the 
proposed" paraprof ess ional role. 

^brp ThB statement shouJrdr^dasrcus^^^ 

counselor direction the paraprof essional will receiver 
V and how the paraprof essional •'s role benefits the .prograim 
and the students it serves. Benefits should be discussed 
in terms of freeing counselor timer in terms of carrying- 
. out program activities fully or accomplishing new ones> 
or in terms of changing the quality of direct contact 
with individuals seeking help from the guidance program. 

C. The statement should describe the special characteristics 
(such as age/ socioeconomic status, race/ or others) of . 
the person sought; for the position and e:}?plain their ^ 
Significano^V or else indicate why such characteristics 

rare irrelevant in this position* . ^ ^ 

■ -. ^ 

d* The statement should discuss remuneration in the position 
and present at l^east one reason for this choice. : 

The types of tasks listod should address in some way all needs 
. discussed Iti the ^participant • s answer • to question #1 . • Each 
type should be illustrated" by at , least one example (e.g./ 
"clerical tasks /Such as typing; communicating with teaching 
staff,, such as writing and delivering Vjeekly guidance program 
activity notices*') . The outcomes expocted from performance 
of each type of task should be explained as observable out*^ 
comes for the program/ outcomes for the studeftt/ or both. 
Student outcomes may be omitted when* their relationship to 
program outcomes is too obvious or too generaiizjed to need 
discussion. 

The discussion of each concern should include reference to 
specific people/ organizations and methods to be used in rO'- 
solving each/ or else ah explanation of why a particular 
•concern is not applicable to the pai^ticipant ' s situation* 
Each' discus^siGh should include some provision for pngoing; .. 
hdndliny of Lhatv concern and ways to deal with possible v, 
I future changes. \ - ■ . . . • •'; • 

The list of criteria should be phrased in terms of comp^ten-^ 
cies (skills) and/or other chafacteristios the paraprof essional 
should possess. The list should include .competencies for all 
types of tasks listed in answer to question. #2. At least two 



■ V- - ■ , .escribed Wit^^^^^^^^^^^ V 

Vgs should be 4®^° . 

jrcason giycn / ^ . _ discussion J the 

The plan aifforent ^"'IP^^oriintation , pr^-sf ^^^^luaing 

commcdatoa to axl components (o^^f^^ . ^3 aosc^bed, xn^ 

reasons 9^;°",.., a partxcular^^ * 

evaluation^should^e^ f^.^^^Sf LeL 'rheVPl^^ 
Qlude tte^?^''°^cedures to be uscav^^^^^^^^^ 
Outcomes' and i^roce.^^^ .^^^^^^£^^^^ 

the concern ot s _^ o^ possible ^ ^^^^^^^ ""^JL Steeds o£ 
.a discussxon Ot^^ approaches .whic^^^ ^^^^^ 
foresees ^4,^"^vs o£ ascertaining ^^^^^^^ ' 
conflict , ahd ^l^laprofessionais _|n^ ) . 

meeting is > : . . , )r 




WRAP-UP 



Your basic tasks in the wrap-up are to: 

1) sununarize v;ha"t has gon^ on arid been accomplished 

2) resolve any u-nanswered questions • . 

. 3) point out sources for additional study; go through the 
; RejferGncG section briefly, add any sources you know of 
4) mention any tpchnical ^assistance available — experts re- • 
lated tb module topics to whom participants might be 
' able to turn for help. . . ■ ■<) ^ 

In addition/' since evaluation of their documents may take you // 

quite some time, you will probably need' to arrange to communicatG 

-the results *of your evaluation to some participants at a later 

tirad. ' 

Try to create a sense of resolution as the workshop ends, a sense 
of closing and accomplishment--*-try to $ end participants, off v;ith 
good feelings about their experiGncG\ - ^ 
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MATERIALS FOR USE IN INTRODUCTORY TVCn^^ 
The following pages contain iresourcos for one set of materials 
for the Introductory Activity • You will ' need a set of materials 
for each group of three participants. The materials for each 
grpup should be j^laced in an envelope which .contains ' the "Cotinr 
selor's" Directions and. a deck of 3x5;cards, One "Cayd Statement" 
should be placed on each card* 



'-•COUNSELOR' S" DIRECTIONS 

.... . . . ^ ' \^ ' . 

. The task' to be accomplished is tlie fo-llowing: at the "end of 
'20 minutes, the tasks lasted on the -cards 'in this envelope should 
be divided into 3 categories; • 

-I) tasks appropriate to the counselor . . v : * : 
. 2 V,tas,ks appropriate* to* the paraprof essionaS^^^^^^^^^^^^^^ 
3) ^ta^k:s appropriate to either' or both ' 

You and your "paraprof esaionals'^ may^ accoinplij^l^^^t^^^ task in any 
;way you wish* Please do not ask questions of 
until the 20 minuto#*have ended. v ' 



4> 



■ CARD. STATEMENTS 



Sfe'cl the secretary. ■ 

"(Iter o£ inquiry about 
prepare letter or 

m aterials ana. syFf 



Fill 6ut:roui:ine;oraers.for . 

supplies. -; , 

File- material, of variou. , 
Icitids . . , . . ■ ■ 

■ ' to teachers - ' 

prepare ^ notices t 

7 concernxng _^dates^ gui'darice 

•: . testing , . ^^2^ xnly inter- 
activities wnicn mas . , 

' rupb classes; 
:::,,pe notes -on consere^^^^^^^^^^ ^ ■ 

\Strprbces%.(-^-'>'^^ •, ■ 

' /. punch, sorter).'. • . 

' „v the master oalen- 
Daily check the. m 

dar.- to' identify, ^"\ext day's 
. be i-°l-^^t,tpa« ae notices 
rhl-fena thf/to main offices. 

^ , supervise ^a-coo.^^^^^^^^^^^ 

. a-ctivities or. 

Other , stolled-^perso .^ 

rcaular .basis with 
■■ • ^^^^-""l and other support , 
Clerical and « inform- 
personnel .s^^^!:,. nd pro- 
■ •• . ?hem of new P0l^..g f .£,,?m 

■ ■ ^frfukSs^io- 

ISy- arf encountering xn . , 



„,3c.ss •.u^.est^on. -ttSf "'r--; 
brought up 5^,^?^ establishing 

^fwlXiiy of P-ceaur.s where . 

necessary. • . • ' . 

• ■ ' to clerical or 

Assign tasks t ^^^^^^ 



Check'tyfevirltten worK for 

errors---- / 

;,pa completed case -summaries. 

ChecK. ^tudfent free perio^-«. 
schedule regular ..app . 

■;.o;,hri-s of case;Xionfer- 
Type -J^eP^ • 
ences. ^ . ,• .• 

^ io'aDDointments, working - 
schedule appoin^^ coun- 
around, both stu ^^^^ 

selor's fJ^ee ^ student ' 

necessary to see ^^^^ , 

'^^^^^^^ ^?ier as tS the most 
the teacher as i-*^ . 
' convenient time.- 

' Pbtai.. for the ^-,f3-/,,feni' s. 

• and/or: guidaixGe ottico . _ 
Distrifeu^e:test data^r^^^^^ 

counseling, situations. ^^^^^ . .^^^^^^ 



H • . - 



« ' 1 IV oroviae information 

■ rive ^information- P^epar in ^ 
;:Xnce to the cou^--^^^^^^^ 

^eiX:parent|.faptua^^^^^^^^^^^^^^^. 

: atigns o£ testi.ns3 , 

^ ^ ••• ^h-iective notations 
Prepare .00.3 ect.iv _ ^f^^-r 



-^^fv Students- taking part 
I^ntify stua ^^^ssions - . 
in: small groyp^ci^^ counsel xng- 

who are^^n nje tp 
Ehcouragc sucn ^^^^ , 

see, counselor .. 
pointments it neo 

^^^^^^^^ w^^ 

^Qbserve^X^erbal -J^^, fol" 

^^^^^^"^nredeSrSned .cues . 

lowing lll^lll for tnaking ^ 
'and procedures > 

observations. 
■ participate in^ijforma^^^^^ 

^Ton""a sS^^°"^?!^t 
sation m a . tiieirt| 

, counselees to help P^^^^^^ 

at ease and . ,^|iping tet 




tne ^^^y that way oe 

counseling ^ .. , 

.^irgroupsetting. _ 

' ■■ - ■ ' -^psults-bf smaii group 

aiscussion, m^wi-^ , . _ vf . 

'.^A 'In imt^rove^^ent^ o£ .^^^ ; 
Axd in impf ^ ^.^g^^g 

appearance^? s ^^^^^j^i^e^^. r:;.;^- 

using <^^^^^^^t°uaf ^aifas^- ' 
■ and/or auda^ovfcsuai.^/ ;^^ 



^.nga^e .the counAee f J',' -^Tp^ 
formal discussion as . 
.ci.f putting him^at_ eas^^^ 
.establishing^an^open^^^^^ . .. 

counseling r^5^p|c 
potential counsels 
.. hostile toward or ^app^ . 

sive of -counseling. ^ ^ ^ 

• Be availab^:to^t.g with^ 

■ '^^^^^ ,;;;f.S Setources in - ; 

emergency- situations..^ _ 
- -,ri crits to parents of .- 

problems • ; - . 

home visits to p , 
problem students. _ ; - 

■ VordS of 'fe)lloWrUp:i^up- 
. • Keep ^^^°«^5!,^°er counseled. 

port t9 avformer ^ , , , . 

• ' • in extrac^rric^^ 
, and informal^s^udent^ 

■ ■ strive tjjf Lsitive 

tial counselees P^ ^ functions 

^ S^^ScUiS^f df t^^^ 

office. 

. " fn-le of test booklets. 
Maintain a file. or. ^ ^ . 

:;check 'a^tes J. ^;Xof cS-e^^^^ 
: testing ^"^^^^^onfUcts. 
. t6 avoid scheduling^ . . . 

- ■ • - /. distribute test forms , 
Count.and distriou ^ 
to teachers . . 



Monitor test: rooms. • 

instriiments .- " . , 

: ■ • - -■^^SSf^htS^-^(tr. f -er s > ^ on 
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^Collect test answer sheets and 
pack them for* ma i Ling:'* 

collect reusable .test booklets ^ 
cpunt them/ and 3 tore them. 

Check '-all scores of tests to 
•ideritify a particular f)opula- 
'tion/- " ' . ./•. . 



rCompiet^-^^strandrarrtid^^ 
of contacts with potential 
couns^Iees. 

Contact various Sources for 
needed records and -related 
information rGievarit to coun- 
seling r e. g. r previous schools 
iEc^r transfer students, . ■ 

routine' standardized' 
testis and other appraisal 
in$,truments » : ' : : * 

Profile rQUtinG standardized 
tests and: apjptaisal, instru- . 
mentB; .^^ • . ' 



Identify students .(from records) 
whose s-chool achievement and 
test records show discrepanGies. 

Secure inf brmatipn from art 
^interviewed by means of a semi- 
structured' or struct iired 
interview schedule. ; ; ^ 

■ ■■ ' . • o. - , ' . ■ -. , , 

Search for new sources of in- 
formation about counselees and 
their environment. * . 

Prepare notices of meetings 
and prepare name cards. 

-Check with students rGapplying 
to take "college boards" a^d 
otljier such tests ^ 

Tabulate student responses as, , 
to the occupations they would 
like to h^ye more information ' 
about." ^ 



Remov(2 from file of occupa- 
tional literature all 
publications more than f ive 
f years old. . - ■ v 

Maintain a chart of post-high.' 
school plans £o*r seniors : 
college acceptances/ armed • 
forces enlistments , jobs acr? 
C^pted. \ 

Operate office and classroom • 
equipment: . typewriter y mimeo- 
graph; ditto, 'overhead • ' , 
projector, filirt Stripy and . 
, mdvie^ projector. , ! 

Make surveys , of * student summer 
:• activities. '.. . 



Secure |follow-Up information 
of ;a routine nature according 
to a general fpllpw-up plan. 

Maintain a list card file 
of c omp a n i e s v;h i ch /ha ye h ir ed 
former students / cross-indexed' 
by occupation . / • 

Obtain and maintain routine ^ 
information on the scope and 
character of the world of work. 

Prepare standardized reports^ 
and contacts' with placement v 
agencies arid their personnel. 

Search for new placement re- 
Sipurces that may be useful tc 
counselees.' ; * . ^ 

He able to us e Dictionary o/i 
Occt/pational,< Titles (D .0 . T /). 

Ma.i/ntairi a library of voca"-" 
ti^snal literature for counselees. 

Write letters of inquiry /f pr > 
audiovisual catalogs , and/ ^ 
'^materials. ' 



care for location. ^ 

college bpards ana, na 
y when and where to 



■■■■*'^S5*lJ-tSp*. Discuss their ; 
°^ 1^^K,, tiSl £or visitors, . ■ 
preferred time r 

rtfend^anrprS-Sedures-for 

• making arrangements. . 

, ^Oe^aop speagic Plac^^^^^^^ 
^Sf ttaoug!, coop_erabion 

■ / rith^other placeme.,t .gencxeg- . 



- i;. Sl^ries of aaaitionai Is^tth^s^ude^^ 
■ , ■ ■ and -interviews . , 

Vv/-'#^ ■ points: , v; '^^^y/' „ ^. . 

:-|p- ^ - V -ri^a-aring £ros),.«an ,orienta- ^tja^uest forms 'for-;. 

: / ^ - -1^^^^ ^'"'^'ircf V meaicSi/#^;°=^^=- . /■ / 

■# l^e^°5^,P-5°""S^r:m.^"' ^ ■^..^.i Sjanaardi.i-rX?*^^ 



i ./ 



^H-P ^'^IJ ions and trends . . ; 

S^-^"^'-:'"' . " ai-G channels- 1 

, '00^. ' ^ ^ "imrough f ^'P^°P^^ intaln working. 

^iil;Pv.^" ::'placement:agoncxcs 1^ 

• ; ■ . „M.onticity 



• i^"^-' ^ 4.„rif>nt information f.^^ 



■ii . -I • .i^„vU in making proper 

^rf; iS'wiw/rlfoSral agencies- 

contact wicn: .^^ ^_ comple-; 
• v^, i^Mledt/ng data tor ^ . f . . 



tiiiC^S'ot f/r: 



rms , 



• .. , nfncitv of a . D^fc^iW stair 

f'^ , . pa?ents .and £rifi.s) ■ y , . ■ ^ ... : ■ : , ^ 



Idehtify s tudents v;ho are in 
.academic tr QUbl e and^^ might 
it from- summer school. 



SendJI^kbtices tp student? con- 
;cferrt|ng suirmier scho^^ * . / 

M&nfeEn?^^ or card 'file 

o£''\ coi)apa:iiU.e^ which have hi?:ed 
fo^m^ir., st^den^^, cross-indexed 

by^ occug^tibn',^^^^^ ' ^ .' '\, 



•Use a lii>rary or check-out 
^ystem to locate materials and 
supplies loaned to teachers. 

Maintain a library of profes- 
sional literature for teachers 

arid students. ^ 

• . ■■ ' • ' . ■ .'S • ■ ,. . \ ' ■ . 

DVscribe test results to 
teachers and other $taff. 



^Establish and maintain contact • / 

with staff members for re- 
%£'erra^l purposes. ' . 

B(3 available^ 
. teadkers and be able to direct 
..them to immediate resources 
dn emergency situations. 

Distribute to teachers or other ^ 
staf fyfnembers reference ^mater- 
ials.- ."".'■■■"■l ' : ' ' . ' : 

Inquire of teachers * /need for 
published material or films . 
Velatiha; to mental heaithr 
'-learning / social pathology/ 
and career developmienti. 

- ^r^pare a bibliography 'fiOr ' ' 
tjeaoh^rSv of locally available 
m^aterials for guidancfe-related : 
topics . 

^■PreparB^ for staff distributioi) 
copies of recent articles oiv^ 
topics of concern dr contro- 
■ ver^y. ^ / ' ■ 

. Order for teachers, materials , . 
filmsr tapes/ books related ^ 
to guidance functions. • ^ 

Telephone school personnel and 
others to make appointments. 

Perform routinb collecting and 
analytical statistical opera'^ . 
tions as a research assistant. 



^Condttc t'; f iel^fel^l^cement evaluar 




I^terttiffy- through* field visits,, 
;proJblems ^n. worfe-^study placd- ' 

^'Dist*rtttM(^ a riewsle'tter* to. 



' parettt 

' Tifr / ' ' ■ ^///, '/ . 
^climxpLB for .^a'r^r^ts appomt- 
'n^n£^:/^^t)x doXlege / ; .t.ethnical 
scKqc^I/ or 'business represen- 



/Prbvxi^e; £d cb]iinseleei5^,.and their . 
par en ts,>f actual ^e^tplana tions of 
tesiiiiigl terms. 

Tell parents > how' and. where to 
request jiee'ded resources, 

Describe to parenfes^ college 

e^Kpeptancy tables. . 

■ ' ■ ° / 

Be available to. talk with v 

parents and be able to direct 
y.them t^^^ resources, 
' xn (limergency 

Inform: parents of types' of tests 
used • 4 program from 

material prepared by school 
-ccuftS<2tlof*'- ■ '/■.■■ • 

. ;•■ ■ ■ , , ■ ■ - : ■ ■ • /. . ■ . ^ 

ih^orm ' parents ' of occupa t iona 1 
Opportuii i t ies for the ir ch ild . 



Becbra^ ' xnvo Ived in the def ihi- 
tion and continued development 
of 'the :^ole of support person- 
nel in'the Iqcal guidance 
program. 

Become involved in the evaluar 
tion of. contributions of support 
personnel to the dbjectives of 
the local' guidance program. . 



Contact in thi :c6rnmunitY^^ 
-who would come ^tq^ the school / 
or aid financially guidance in- 
service training/ or serve as 
resource person. — 

Contact former: graduates to have 
them return/tp speak with present 
s tu'dents; alr^out employment tech*- 
nical school ^ or college. . . 



Make statistical analyses of , 
test scores . ,^ 

Establish expectancy . tables^ for 
student achievement in school- 
and pro jected success - at var- 
ious^ colleges commonly att 
by students at- thiis ^jarticular 
school. ' . ^ 

In social contacts away , from . 
the guidance office/ explain 
the functions ;qf the guidance 
office to potential counselees , 
; and fiheir ^parents . , * 

Prepa^ja regular .newsl&tters to 
be distributed to students , 
teache^rs, and other interested 
^persons / regarding such items 
as ahnounoements - concerning, 
tests r occufcational information/ 
interviews /// and* other pertinent 
terial. 





aiiticlcs' td be sl3nt 'to 
HLoqal/nowspapcrs - 

Explain/in practical lay terms • 
the pum)ose and procedures in- 
volved/ in the /services offered 
to the counselec. 

Make jar r^ngements with ^dQsig- , 
natecr individuals to conduct 
semiilars on particular oocupa-- 
"tional opportunities . 

// % ' ■ 

Idenltify xn '• the' community per- 
sons who might serve as career, 
-modills for certain stadents'. 



Act as guide, showing the facil- 
;ities: bf the guidance office to 
yisitor^w ' " 



Interpre||i' the cOmmuni in 
whiciv tlie f chqol is located / its^^^ 
language , arid its customs . 

Check packing slip against order 
on iricoming supplies. 

Direct students * to appropriate 
3xudGnt personnel. or reference 
mater ial' when ...student'; makes 
contact with guidance \depart--' 
menife. seeking help. * \ 

Plan 'and design regular bulletin 
board displays. ^ - , : - ' 
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TAPE-SLIDE ' SCRIPT 
PLANNING PARAPROFESsidNAL PROGRAMS 

■ AUDIO 



1,, ^Niiirse talking to assistant. 



:2 V 'Parapr of ess ional helping 
youngster shoo€ a basket* 



3 - Two students walking 
talking . * 

4 • ' Cartoon : four idGntical 
figures with four titles 
( those in narrator ' s 
speech) underneath^^ ^^^^^^^^^^^ v^^^^^^ 
p ' , .---y- - ■ ■ 

5. Cartoon: four figures:^ 
. older whitp male,, black'' ' 

.. male, black female'/ ' 
' Mexican'^ -toericap^^ i^^ 
1 - Japanese femald in col-- . 

lege gown v/ith diploma.:/ 

^6* . Pour-'section photo^ para-* 
professional typing;. . 
talking to student; .X^king 
at papers; talking fea coun^ 
, selor ♦ " V \ " 



7. Cartoon: figt^re with : 
guizzrual face and words, 
•'Whau IS a paafaprofesr 
sional?" , 



Narrator: Paraprof essionals 
form a growing segment of 
people in the "helping" 
professiQris. 



2. Paraprofessionals are em- 
ployed in fields as diverse 
as health, recreation, 
education, and mental health 
services. 

3. . Some aycj^aidr some are 
^ volunte^i^. 

4. Paraprofessionals are called 
by ^different names: ^ support 

;^ersonrtel> technicians, 
• f aides / assistants . 

5. Personally, paraprofes-* 

' sionals span. the entire ' ^ 
■ range of personal charac- , * . 
teristics such as age, "race, 
socroeconomic background, 
and education. 

6. '\ Paraprofessionals serve in 

all kinds of roles, includ*- 
ing clerical and adminis-- 
trative duties, information 
gathering and dissemination, 
and personal contapt with ; 
program clients " * 

.1 ^ What- unifies all this variety 
of pQople and functions? 
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8. 



Black adulPparaprof es- 
sional' introducing whitet 
coutiselor and black busi- 
nessman* ' 



Staident paraprofessional 
observing counselor lead 
discussion group. 



8. 



9. 



10. 



11. 



12. 



p.ar apr o f-ess ional looking 
over data printouts- 

■ Paraprofessional de- 
signing a publication 
layout. 

Shot"^ Mexican-American 
paraprofessional and stu- 
dent outside office . 
Lettering on door is at 
least partially m 
Spanish-.. 



13. Woman typing- 



14 . Boy drawing cartoons . 



"15, Man going through. col- 
iega catalogs. 

16. v/oman using computer. 

17, .Professional, woman ad- 

. ' ■ ,dressing group of adul^fe 
female: clients. 



18. Black speaker adcares- 
sing black students. 



IQ. 



11. 



12. 



13. 



14 



15. 



16. 



17. 



18, 



Basically parapr9f essionals 
are people who possess 
specific skills or charac- 
teristics which fit partic- 
ular needs' of a program or / 
clientele. . 

^Their formal educational ■ 
preparation is usually not 
as/great, as the profes- 
sionals. ^ 

Often their s ktllrH-^^^ 
limited than the prof^s- • 

sionals . , ' 

but within that limited 
•Wca their skill levels may 
be very high. • ■ 

. . .and exactly what the 
program needs. 



Some paraprof essionals pos- . 
sess specif ia Performance . 
skills, such as cl^icai^ 

•skili-S' . . 

' skills at displaying,^*. 
pr4s4nting, or publicizing ' 
information. ' | ■ ' • 
. .organization skills r 

' . .or specialized toch- 
•nical knowledge and skilO^s- 

Others may be able to com-; 

municate .effectively with 

particular target groups - 
. partly because they them-^ 
'solves arc members of the , 

target group. ' . . ; ■ 

Paraprdf essionals who are 
members of 

may be especially effective 
if dealifig. with other ^minor 
ity client' s .problems .. . , » . 



can student 
Mcxican-A^^or^^^^^ 



Tv,o students outdoors, 



19. 



20. 



e of coun- 



'21. 



Cartoon i .f,i^iy bigger 
SGlor ^Ji^'iofessional) and 
than P^^^P^°t,?^i with 

dents . 

visible) . 

^it resource center. . ; 



- and also, in helpxn^ a 
• .;«;am perceive and ad 
^^f^minorit:^^needs. 

. • 1 .riv; paraprof essionals ^ 
Similarly f P . the clients 
whose ages^match t^^..^^^^ 

''fnl empathy with the 

^fi^enfs' Iftuat^^^^^ 

.Within the^iaar^^i;^^ ^ 
various ^^ ^^es sionals. 



oped for P*^^' 



I. 



22; 



23. 



23. 



naraprofessional 
2:4. Student para|^^^.^^ 

. ■■ counselor ^^^^ 



24. 



25. 



,'2.6:v; 



„ or- counselors ^re ; 
peer c°^"\eip otke;r 

vr^r. center managers 
reSnsible for 
may t>e respoii \^g- 

operating P^^^! ° such as 
gSidanco program, ^1^.^^^^^ 

''career mater xais^x .^^ 

■ °^ f H^^%Sey ^^ay or may 
centers. int-y_ 
• net be -students. 

- -li-ants to counselors do 
j\'ssistani:s^^ counselor- 
a variety of couns^^.^^ 

directed admxni^ 
^ clerical, tasks. . , 

lines, -r- ' 

. • -^^^Sl^ to^elemontary 
sSfeol children/ 



27 



black parent 1" ^ ; ^ 
.-Jiome. •> ., ^ 



27.' 



« . *2^%#lhe°c^^^^ 
agents to brxn| the ^^^^^^^^^.^^ 

-^SS^L^communicati^^ 



28 . Cartoon : Uncle-Sam- tyE?e , 2.8 . 
character .pointing finger/* :. • . 
caption, "What do: YOU : ' 

■ need?" . ■■ ' 



29. Counselor looking at 29, 
* V "Orientation*' module. 



The kind of • paraprof essional 
most:., appr^ • your 

setting depends on the needs 
of those your prograiru serves * 
iand the ski Ms and charac- 
teristics a paraprof essional 
needs to fill those needs. 

• • 
Establishing a parap^^of es- 
sional program calls upon , 
all the program- development \ 
skills~we~h^ver:f ocuse^ on 
throughout- these modules. . . 

30. . . ..in order to accomplish 
planning tasks , structuring 
tasks, implementing tasks/ / 

> and decision-making or evalua- 
tion tasks. 

31. A carefully planned^p^ara- V 
professional .program can 

• result in better,.^,^rvices , 

32 ^ f * and (greater job satis- 
foactidn for the wriole 
. guidance staJf. . 



3'3.* So, proceed with the module 
• materials to become better 
acquainted with, paraprof es*- 
^ . sionals . , 



30* Group 'meeting. 



31»; Student" being directed 

/ ; by staffs member to para- 
• profqi^sional. . ^ 



32. Counselor with abovf?^; 

staff mombor and abAve . 

paraproJf Gssional / sijiiling , 
^ . talking. , - ' 

3^. Counselor sitting, head- ' 
\on shot, hpiding up and ^ 
^reading one '^resourc^ for 
"thi^/modula , perhaps P&<3- 
Journal,* '*Paras, Peers ^ 
• ' and Pros," Dopombbr 1974 * 



"4 



V STAFF 
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4. 



C°EEH£2^i^5ai=ai^2E°£^ .. ^rcces^ necessary to . 

alvelop an >«ectxvo C«np ^j^^ y^^t ^m^^ ^aLstr: let' s • 
the P«ti"Pjf j^°„=all: available o#^^ cpinplete. 
^-S/n^t^r -.ui..s 10^ ; : , 

Requires 10 -. •I-'' ' 4.4„pq ' \ * 

■'nf^tGEminin^ """^ ^ dokred out- . 

^^^^ • . \ : 
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: Groups and Group Laadership Skills ^ " v 

Presents an' o of v;ays school counselbrs or other V 

educators, could use group leadership 'skiULs vrith task groups r 
, guidance (jroups/ and counseling (groups .to implement a qompre- . / 
hehsive career guidance system. The'.module also facilitates 
the development of thred basic comji unication skills that afe ^ * 
useful in faciiitatihg interpersonal interaction'.in all g^oup 
settings. Reguires 12 - 15 hours to complete. 

Planning Paraprof es,sional Programs 

-v^""*"" ■' *■' — - -■■ ' .' ' , — ' 

TP rovides the sLruc lure for Lhe participant to plan, im pi^ment^ 

and evaluate a paraprof essional iScho^l guidance program dn ; • 
his/her own setting. Also presents t|ie ihistory, develapwent, 
and major issues involved in the utilization of paraprof e^sionals. 
f^quires, 12 r 15 ^hours to complete. 



V 
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